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Function, not company size, determines the necessity for automation. See page 31. 
@ Why many small companies need “first level” automation 


even more than some much larger corporations 


@ Clerical personnel pool swelled by high school graduates 
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THINKING OF A NEW OFFICE? 
SEE YOUR ME DEALER 


Tired of the years-old surroundings you work in? Longing for a 
layout like this? Then the man for you to see is the one who i 
handles ASE. He’ll gladly help you plan an efficient, attractive office 
... be it general, departmental or executive. From his complete, i 
comprehensive ASE line, you can choose the design, 
styling and finish that’s right for you. He’s courtecus, capable, 
qualified to help you. That’s his business. See him today. ; 


@& OFFERS A COMPLETE LINE OF 
QUALITY OFFICE FURNITURE 


DESKS e¢ CHAIRS ¢ L-UNITS ¢ TABLES 
CREDENZAS «© BOOKCASES e¢ FILES } 
BLUEPRINT FILES ¢ CABINETS © LOCKERS / 


ALL-STEEL EQUIPMENT INC. aurora, iLLinois 


Use Readers’ Inquiry Coupon on Page 90 


tal « tes! SS — aga h “> “aero. oe aD os Sa 
an ae 
eles Sap. . came 
oy er” ode 
See ; ic 
phe Jae 
Bese: ee 
Fe , 

er | 
eS 

¥ en j 
Si joa 
Se 1 ate 

ai : 

ee ee 
ee 
ae 
tl: tt o 
a ae 
Oe 
y i -— me . 
i x ~\ ” 
xs Sate < ‘ | 
rs wee a ugha 
Rec ae 3S & 
a A Hog | 
5 = 
rte < \ SS y 
ee | 
i 4 4 
pal | 
; JR aay : &, ; — 
Wie P 
iS ale 
bat > ee 
e Za 
OT ae ie i ~ 
Vr gi 4 chy i ae - 7 id 
a << NG > ieteiindieniiesiions | 
ae ee he - : i: ggg : 
ee i f ‘ é; * 
x eo { : scum TREE I ES enemant 
Ge, oy ~ te _ : ge 
ee Js a | 2 eh ele fd 

ee: mn Aaa 2: # goat : # — <3 b 
Ay y Sp eater : : ee ; j i Se ae 

\ 1 a Ch ga rk : i : — pa 
Peden 4 ee : a 7: oy t 

, st ae pie cae ; “a H — : 4 
ioe tin od ae & ed ; ae a a at 
vee ae : sore 1. eS i o* : — - : Ld rr 
Ae ‘| E oA é - = : ‘ : % S f ake 3 ‘+ 
= Re ae reas . She 5 ’ * 
aes. Rae hace : $ 4 ee eg } } 
aie SR as ease Bes Ae oS Loe Fo : : 
a ie . meat —2 a 
ear, , oth % om 2 Sg = Senet) eo : o% ae ‘ lean | 
Sar io i. : Pais Le te ee ——— , ,S 
; Mes ek a : — : f 4 3 
oe rR ee. - -— ~ ay ' Re io 
Bee} ————— i ‘ a ge SS Ti Sine | 
- 2 , atl a. ‘ ‘ i= Bie. t y 
Pe ik. : , a a ~ | 

a ae ae a, ae Py Saco © 4 eal a 
yn pee f i a" ie -] 
= ; ~ t Ae “ 4 4 x ; me a €: 2 By Bega BOOTS > 
shag % 5 2 a ete | ees Cs Be q : 

ic Mey = | cles Pe LS isp a 

ie Se. “s Ce EGO $33 3 : : 

e ee Bs a? 5 = et ce : } 
a — . : ' oe: :| 
peta os 3 ’ es P od 

a g ; 2 . 7 | 
ie a’ ae a om s <a 

= j a eat Ses , : 

F ys ; il Pg or si (4 - i 
; vs Jon a - a 
‘ 5) | lal pe Sh 4 4 iz 
J - iam *‘f 
ata! Soe , we ™~ 7 Bi: ee ae i 
. we e. x ae - eae ae ee Bs € 5 Z eee 7 ~ aS : P ) 
ei Be, wire ait ‘ es ry ——~ A 
mee. a se . 
Sree oe a | 3 * aneee 3 BF A a. i "4 
is Rt : - H 4 a 3 af we Bee ecg <a 
% ee ~ 3 x Bee sf { : : 
; mn Ao ae heme mn eras echnen mnt ions "SEAS nea 
U Rabe 3 a a... ee te 
re & 
eres 
f Ss 

Sy 
ghee at 
Mas oe 
be aoe ; a = 
oh a — Jak | " 7 _ ae 

fe ee rn, a ie oe) eee eee eS Of > See 
ae oe "a peat ee ‘ee Se oS i: an eS a 


o1s 


Want to give profits a lift? 


Out-of-town 


telephone calls 


can help you 


right now 


Out-of-town telephone calls offer you 
many profitable kinds of assistance. 

In purchasing, for example, there’s 
nothing like a telephone call to help 
you find the best buys fast, clarify in- 
structions, expedite deliveries. 

In production, the telephone is a most 
effective tool for tightening control on 
the flow of raw materials. 


Add 10% Federal Excise Tax 


a ee ee eee ee 
I 

YOU SAVE MONEY 

WHEN YOU CALL STATION-TO-STATION 

; instead of Person-to-Person 

! Day Rates (first 3 minutes) Each Added 
For example: Person-to- Station-to- Minute (applies 
| Person Station to all calls) 
Boston to New York $105 75¢ 20¢ 

| Philadelphia to 

Richmond, Va. $110 80¢ 20¢ 
Dallas to New Orleans $175 $125 35¢ 
Detroit to Miami $250 $180 50¢ 
Cleveland to San Francisco $330 $235 60¢ 

| 

I 

x 


In sales, out-of-town telephone calls 
save you valuable time, reduce ‘“‘cold” 
calls, allow you to close many sales 
personally and directly. 

Why not check to see if your people 
are making full, regular use of out-of- 
town telephone calls to increase profit? 

More and more companies are dis- 
covering that it pays. 


. BELL TELEPHONE SYSTEM 
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~ “WORLD OF DIFFERENG 
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For years, Macey-Fowler has been creating and furnishing offices for leading corporations, large and small. 
Whether you need one steel filing cabinet, a complete board room, executive or general office groupings, 
call Macey-Fowler 305 East 63rd Street, New York 21, TEmpleton 8-5900 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


Why small companies may need automation even 
more than larger concerns 31 


by Robert M. Smith 


Dramatic C. I. T. building adds impetus to office 
boom in New York . 34 


by Frederick Vogel 


How a change in purchase order forms simplified 
inventory control 37 


Clerical personnel pool swelled by June high school 
graduates 38 


Is your indoctrination of new personnel as scientific 
as their selection? 4] 


by Raymond Dreyfack 


Are methods men responsible for many of their own 


current troubles? 43 
by Charles Saunders-W hite and David R. Bywaters 
Automation in ihe office AS 
Tools of the office series 50 
This month: Mailroom equipment; addressing 
equipment 
When is automation appropriate? (Editorial ) 92 


WHEN iis office “automation” 
appropriate for a given company? 
Is it possible that the decision has 
often been made in the past in 
terms of a company’s size rather 
than its functions—that smal! 
companies have __ instinctively 
and mistakenly shied away from 
“automation” even though they 
might have been natural candi- 


dates for it? See page 31. i) ae 
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At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE-—first plastic-base typewriter carbon ever—outlasts 
ordinary carbons 3 to 1! Cleanest copies ever. Yes, NU-KOTE copies 
stay clean, keep your hands clean. Comes in one weight and finish. 
Sharp, clear copies first to last. For any typewriter, for just about 
any copy job imaginable. Try it! 


Sead neh utenied ne iniscinienanssie a onlemenennenetes 


y 
FREE SAMPLE! 


For a free sample of NU-KOTE, just mail this coupon attached to 
your company letterhead. 


Burroughs Corporation, Burroughs Division - 


Dealer Sales Dept., Detroit 32, Michigan 


Name 


CARBONS AND 
INKED RIBBONS 


Firm 
Address - ee = 
City Zone___ State 
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Burroughs president, 
Coleman, dies at 60 


John S. Coleman, 60, presiden 
of Burroughs Corporation since 1946, 
died on April 13, of a heart attack g 
his home in Detroit. A son of Charlee 
Nelson Coleman and Nellie Strider 
Coleman, he received his elementary 
and secondary school education in the 
city of his birth, Charles Town, Wes 
Va., where he was born on October 
12, 1897, and later took a_ private 
course at Emerson Institute, Washing. 
ton, D. C. He attended Georgetown 
University Law School, from which he 
was graduated in 1924 with the de. 
gree of LL.B. He had received hon. 
orary degrees from the University oj 
Detroit, LL.S., 1952; Bethany College, 
LL.D., 1953; Wayne University, 
LL.D., 1953; Cleary College, B.Sc. in 
Business Administration, 1955; George. 
town University, LL.D., 1957; Olive 
College, LL.D., 1957, and Detroit Col. 
lege of Law, J. D., 1957. 

His first position was with the 
Guaranty Trust Co. of New York 
City, where he was assigned to the 
bond trading floor. After remaining 
with that company for a short time, 
he enlisted in the United States Arm 
Ordnance Corps and served overseas 
in France for two years during Worl 
War I. On April 1, 1920, he joined 
the Burroughs Corporation as a junior 
salesman in the Washington branch. 

Before his advancement to senior 
salesman shortly thereafter, he held 
the following positions in Burroughs: 
Government — representative of _ th 
company, assistant manager of the 
Washington branch, division managet 
for the East, and assistant to the viet 
president, in charge of arrangements 
concerning the manufacture of wat 
materials. He served as president ot 
the United States Chamber of Com 
merce in 1956-57. 

In 1943, Mr. Coleman came to the 
home office in Detroit as executive a 
sistant to the president, and in 1944 
became vice president and director. H: 
was elected president in the fall ¢ 
1946. Surviving are his widow, th 
former Elsie Hudson, and one son. 

Services were held at St. Paul’ 
Cathedral, Detroit, on April 16. In- 
terment was on April 18 at Arlingto® 
National Cemetery, Arlington, Vir 
ginia. 

Mr. Coleman is succeeded as pres 
dent by Ray R. Eppert, 55, executive 
vice president of Burroughs since 195! 
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SEMEN 


not just “copies”. 


thousands 


Xerography copies the quality, too. 
Whether it’s a simple report of a few 
pages and a few copies, or a monu- 
mental report of hundreds of pages, 
you can copy it onto duplicating mas- 
ters faster by xerography—and still 
retain all the crispness and impact of 
the original quality. 

That’s a boon for any executive. It 
Means that every copy distributed will 

as sharp and clear as yours. 


JUNE 1958 


but copies precisely like the original... 


cregerteueent 
copennatangengagt attnyy 
Hee iit! HY 
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if needed...in minutes! 


You get copies precisely like the 
original—thousands if needed—in 
minutes. And xerography’s versatility 
permits enlargements, reductions, or 
size-to-size copying. The cost is lhow— 
so low you can now do things you 
never before thought economically 
feasible. 

Write for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
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for companies of all kinds. Hato 
Xerox Inc., 58-251X Haloid Street, 
Rochester 3, N. Y. Branch offices in 
principal U. S. and Canadian cities. 


HALOID 
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OXFORD PENDAFLEX: 
Hanging Folders make 
top and bottom drawer 
filing easy! It takes « lot of digging to get at old 


style filing folders, jumbled in the 
difficult top and bottom drawers. 

But when folders are Oxford Pendaflex, 
file clerks have no trouble. 

These remarkable hanging-sliding folders 
publish their identity, and offer their con- 
tents instantly in any drawer. 

File clerks can forget follower blocks, 
two-handed opening of working space, shov- 
ing papers down into place. The time and 
effort saved results in lower payroll cost, 
an end to most misfiling, and a records 
a geared for service rather than 
delay. 


y 
Oxford Filing Supply Company, Inc. 
Garden City, New York 


——-—--_-_------_--- 


| OXFORD FILING SUPPLY COMPANY, INC. 1 
11-6 Clinton Road, Garden City, N. Y. 


Please send free ‘File Analysis Sheet” and 
Oxford Pendaflex Catalog. 
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STREET. 


CITY. STATE. 


Older workers face hiring 


problems 


In a recent report from the Office 
Executives Association of New York, 
Inc., comparing figures of 1957 with 
those of 1958, it was shown that both 
men and women face resistance jp 
hiring before the age of 30, whereas 
in 1957 resistance occurred after the 
age of 30. In both cases, though, the 
resistance is slight, amounting to not 
more than two per cent. However, 
both the 1957 and 1958 surveys point 
out that appreciable resistance develops 
at about age 45. In 1957 this age 


. . 
barrier at 45 covered nearly 21 per 


cent of the companies. In 1958 it 
covers 20 per cent of the companies. 
For women, the first resistance in 
hiring, due to age, shows a more acute 
drop in the 1958 survey than it did 
for men. In 1957 the first resistance 


was felt at about age 35. In 1958, i} 


is now below 30. Last year, the survey 
showed that a woman of 45 faced the 
age barrier in nearly one out of four 
companies. In 1958, this resistance, 
at age 45, is felt in almost 30 per cent 


of the companies. For both men and} 
women, hiring after the ages of 50-55 - 


is found to be almost impossible. 

In 1957, the majority of the replies 
indicated that a man enters his range 
of greatest productivity somewhere 
between 25 and 30 and starts his de 


cline somewhere between 40 and 55. 


Nearly 11 per cent of the companies 
bar him from hiring before he has 
reached the halfway mark of this 
range, and another 57 per cent bat 
him during the second half, as too old 

The majority of companies in 1957 
set the lower limit of the age range 
of productivity, for women, some 


where between 20 and 25. The upper 
limit in 197 was established at 45: 
In 1958, however, this upper limit has 
moved closer to 50. Thus, the report 
states, it would appear a woman is 
her productive best between the ages 
of 25 and 50. If this is correct, thea 
nearly ten per cent of the companies 
bar her before she has reached the 
halfway mark of this range, and ar 
other 48 per cent bar her during the 
second half, as too old. 

Again, as in 1957, overwhelming 
majorities of the respondents indicate! 
that the absenteeism and turnover ft: 
ord of the older worker is no wors 
than that of the younger worker; tha 
older workers are just as reliable, just 
as productive, and do not hurt the 
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WV. Gund Coniliionineg 
Products to Meet Every Sound Conditioning Problem... Every Building Code 
The Celotex Corporation, 120 S. La Salle St., Chicago 3, Illinois 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 


————————— MAIL NOW FOR MORE INFORMATION!I————————— 


The Celotex Corporation, Dept. O-68 | 
120 S. La Salle St., Chicago 3, Illinois 


, Without cost or obligation, please send me your booklet, “Sound Condition- 


ing for Office Workers,’ and the name of my nearest Acousti-Celotex 
Distributor. 
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NEW 1959 


You see the profit_she feels ton 


Here’s a new keyboard idea that makes your prillia 
ment in power typing more profitable than eva all p: 
exclusive Floating Keyboard on the new Undebjoard. 
DocuMENTOR: ng. An 


e electrifies 94% of her typing time . . . it plypen « 
vital controls so compactly they're just aftis ha 
away from the typing keys. perwoo 

ved by 

huma’ 
thoose | 

e builds production — and accuracy — withthe De 
slip-proof keys molded to typists’ fingerti 


e stops fatigue in arms and shoulders y 
“floating” design that brings keys close toy 
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s tonderfil difference / 


; your prilliant new 1959 Golden-Touch Electric breaks 

lan eves all past electrics. She'll feel it in the Floating 

v Unde board. She'll prove it with effortless high volume 
ng. And you'll see it in suey, print-perfect copy 

» it playpen ith many carbons! 

just aftis handsome new typewriter brings you famous 
ferwood sturdiness and long, won le-free life. 

d ved by 43 months of laboratory work, field testing 

human engineering research. 

oose a distinctive type style of your own... and 

— wilfthe DocuMENTOR® by calling your Underwood 

ngertipte for a no-obligation demonstration. 
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~ You must seelthe new DOCUMENTOR* to ful 
appreciate these outstanding features. 
_ + DRAMATIC NEW STYLING AND DESIGN 
+ EASY REVERSE TABULATION 
_ + PRINT-PERFECT IMPRESSION CONTROL 
_ + FATIGUE-REDUCING KEYBOARD SLOPE — oe 
+ INSTANT SHIFT FOR “CAPS” | 
"+ ELECTRIC MARGIN AND TAB SET 
_+ HIGH SPEED ELECTRIC RIBBON REWIND 
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an all-automatic photocopyer 
...the new DRI-STAT ‘200’ 


You'll “OOH” when you see what the 
DRI-STAT ‘200’ offers you: 


1 Makes sharp, black-and-white 
copies of anything written, printed 
or drawn. 


Takes less space than a typewriter. 
Anyone can run it. 
Works in normal office light. 


First truly automatic photocopyer 
priced under $350. 


The DRI-STAT ‘200’ copies any papers 


aoerWwn 


FREE...........0c0c000.006 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


Name 


STAT 


DRI-STAT DIVISION 

Peerless Photo Products, Inc. 

Shoreham, N. Y. OM-6 
C Please send me‘your FREE folder, “Office 


Copy Machines and How to Choose the 
One to Suit Your Needs.” 


(0 I'd like to see a FREE Demonstration. 


up to 9 inches wide, in any length. It 
pays for itself in the time it saves. It 
copies the original and eliminates 
proofreading. Ask us to demonstrate 
it before you accept any substitute 
system. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


Title 


PEERLESS _ 


Sr Street 


City 


Zone State 
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morale of younger persons by their 
presence. Heavy majorities also indi- 
cate that age is not an important fac. 
tor in jobs dealing with the public, 
nor is the older worker apt to present 
supervisory problems, even when su- 
pervision is by a younger worker, 
Nevertheless, more than half the re. 
spondents felt that the training of 
older workers did pose a problem. 


When asked approximately how 
many clerical workers their company 
employed in New York City, the re. 
spondents’ questionnaires showed a to- 
tal of 26,169. Among the 148 compa: 
nies indicating this figure, there were, 
also, 370 open positions in 24 different 
types of jobs. On the basis of total 
job openings, a 25-year old applicant 
could compete for more than half of 
them. On an analysis of the positions 
themselves, the more lucrative posts 
are more easily available to clerical 
workers in the 30 to 35 age group. 

The basic problem of the older 
worker has changed very little from a 
year ago, the report states. The task 
of locating new employment for a man 
or woman past 30 gets increasingly 
more difficult. By 45, the resistance, 
due solely to age, is very heavy. In a 
number of cases the matter of experi 
ence or ability is overshadowed by the 
age of an applicant. 


In Short— 


Dun & Bradstreet releases film 
to aid small business 


A film. entitled “Small Business 
U.S.A—The Story of Main Street’ 
has been released for general distribu- 
tion by Dun & Bradstreet, Inc. It was 
prepared as a guide for small business 
management and is based on actual 
case histories from the credit files ot 
D. & B., and was produced by Wilding 
Picture Productions, Inc. at Detroit. 


Flofilm microfilm camera available 
under rental-purchase agreement 


The Flofilm Division of Diebold 
Inc., Norwalk, Conn., has announced 
that its new Flofilm g600 microfilm 
camera can be purchased under a new 
rental plan. Under terms of the plan, 
the portable camera can be rented for 
$35 a month. Its companion portable 
reader can be rented for $8 a month. 
Minimum rental periods for each of the 
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discover 


7 
- 
& 
0. 
From map paper to mimeo paper... 4 
from enclosures to envelopes . . . Nekoosa 
makes a paper for every business 
and almost every business use. Discover for 4 
yourself! Find out why Nekoosa Papers have ‘ 
long been best-sellers from coast to coast! 
% f Nekoosa Bond 
x eM pays to Nctsse pepheator 
‘plan with your — Nevecra manifold 
printer! sichean Sipeaee 
Nekoosa Master-Lucent 
ond companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY 
Port Edwards, Wisconsin 


Mills at Port Edwards and Nekoosa, Wisconsin, and Potsdam, New York 
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Save°7 


25 


: «i 


on NEW A. B. DICK Duplicator and Supplies 


Regular price...............$210.00 


Supplies (or cabinet).........40.25 
Total value (mfrs. suggested list price) $250.25 


Now only...........$175.00 
You save..........$75.25 
OFFER EXPIRES JULY 15, 1958 


This is a duplicator that produces copies in one 
or five colors in one operation! And you can 
use it for both spirit duplicating and the exclu- 
sive no-smear, no-stain, no-smudge Azograph® 
process. Buy it now at this new low price! 
AND THAT'S NOT ALL! With each purchase 
you get $40.25 worth of supplies! Or choose a 
sturdy supply cabinet of comparable value. 
A $250.25 value for just $175.00! 

Offer expires July 15, 1958. Call or visit your 
distributor of A. B. Dick products right away. 
He’s listed under Duplicating Machines in the 
classified section of your phone book. Or mail 
coupon for complete information. 


==. DUPLICATING PRODUCTS 


$40.25 in 
spirit duplicating 

supplies—with this 

offer only! 


AB DICK 


A. B. DICK COMPANY, Dept. OM-68 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send complete information about your special offer saving $75.25 on the purchase of dupli- 


cator and supplies. 


Name. Positi: 

Company. py 

City. Zone. State. 
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units is three months. The announce. 
ment states that the rental plan cap 
be extended by the purchaser into q 
“rental purchase” agreement, with all 
rental payments credited toward the 
full purchase price of the camera. 


Pitney-Bowes wins national 
recognition award 

An award for “significant contribu. 
tion to community betterment and to 
strengthen free enterprise” was pre. 
sented recently to Pitney-Bowes, Ine, 
of Stamford, Conn., by Arch N. Booth, 
executive vice president of the National 
Chamber of Commerce. Frederick 
Bowes, Jr., vice president of the postage 
meter and business machines company, 
accepted the award. 


Mosler Safe Co. and J. & J. Taylor, 
Ltd., are joined 


The formation of a new Canadian 
corporation, representing an investment 
of more than one million dollars, was 
announced recently by the Mosler Safe 
Co. The new firm’s name is Mosler- 
Taylor Sales, Ltd., incorporating both 
the Mosler Safe Co. and J. & J. Taylor, 
Ltd., Toronto. The new company has 
acquired and will operate Dominion 
Safe & Vault Company, Ltd., Niagara 
Falls, Ont., which manufactures safes 
and related security items. 


Automatic auditor checks corporate 
returns in Massachusetts 


A Burroughs Exor digital computer 
is being used for the purpose of re 
computing corporate tax returns ani 
printing out the totals exactly as they 
appear on the submitted forms, after 
a few key figures are entered by its op 
erator. According to Burroughs Corp, 
the machine can recompute a tax [te 
turn in less than one minute, thus 
freeing personnel from the drudgery of 
hand calculations which take much 
longer to effect. The computer is now 
in operation at the Department of 
Corporations and Taxation, 18 Tre 
mont St., Boston. 


Largest commercial office building 
to be erected in New York 

Grand Central Terminal will be 
come the site of the world’s largest 
commercial office building, which wil! 
contain more than three million squat 
feet of air-conditioned floor space and 
rise to a height of 50 stories. To be 


known as “Grand Central City,” the 


project will cost an estimated $100; 
000,000. A long-term lease agreement 
has been negotiated for the site wit! 
a building group including Erwin $ 
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LONG 
TIME 


*The precise 
shades of these 
pads cannot be 

reproduced in 
Standard colors. — 

To appreciate 

~ actual color send 
for your sample — 

pad today. 


sBoth pads.at your — 
1d Ww1O Statione ee 


= 
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FAVORITE 


EYE -EASE* : 

Reduces Office Eyestrain 
: Cool-green EYE-EASE® record keeping forms : 
_ increase speed and accuracy. Available in 


: Analysis Pads, Bookkeeping Forms, Payroll 
_ Forms, Steno Notebooks, etc. 


tses ie 


ZS S83es5 
oe g333233 32 


E SAMPLE 


NEW. ae 
SUST 


CREATED! 


444 ry 
32828535353 


ts 


PE SESE TIT EY 


20/20 BUFF* 


Makes Figures Stand Out 


Use with pencil, ink or ball point. Reproduces 
on wet or the new all-electric dry process ma- 
chines. A NEW paper made by Hammermill 
Paper Company to our specifications. 


NATIONAL BLANK BOOK CoO. 
Dept. 176, Holyoke, Massachusetts 


nae 


Here is an analysis sheet I am now using. In return please send me: 
FREE SAMPLE PAD. I choose: EYE-EASE [1] 20/20 BUFF [j (check one only). 
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No matter who you are... 


F. Z . Look in the Yellow Pages 
oo under “Linen Supply” 
or ‘Towel Supply” 


Note: Noinvestment, no maintenance, 
no inventory. Everything is furnished 
and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


16 Use Readers’ 


is to call your Linen Supply Man 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO B, ILL. 
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Wolfson, chairman of the board of 
Diesel Construction Co., and Herber; 
Scheftel, Stuart Scheftel and Alfred G, 
Burger, prominent in real estate in 
New York City. Emery Roth & Sons, 
architects, have designed the building 
which is scheduled for completion in 
1961. 


Smith-Corona makes grant for electric 
touch typing experiment 

An eight-week project, which will 
begin on June 16th, as an experiment 
to verify that typing on electric ma- 
chines will assist the student’s early 
learning process, has been made pos: 
sible by a grant from SmithCorona, 
Inc. The grant was presented to the 
University of North Dakota to teach 
electric touch typing to grade school 
students. A schedule of two 25-minute 
periods of instruction each morning, 
with a 20-minute rest period in be- 
tween, will be followed throughout the 
eight weeks of testing. 


Malo explains significance of 
employee applications 


Albert H. Malo, resident psycholo- 
gist for the Kemper Insurance group, 
suggested recently that the application 
blank, as a list of credentials, can 
identify significant traits of the appli- 
cant, and serve as a profile of the pro- 
spective employee. “Before conducting 
an interview,” Malo said, “the inter- 
viewer must, first, critically analyz: 
the information given in the applica- 
tion blank; second, decide what in- 
formation is needed, and then set up 
a plan in the form of a series of ques: 
tions in order to get this additional in- 
formation.” Part of the skill of the in- 
terviewer, Malo emphasized, “is the 
ability to recognize which personal 
history items are meaningful to the 
position sought by the applicant.” 


Management Center contest is 
announced by OEA 


The Office Executives Association 
of New York, Inc., sponsors of the 
National Business Show, has an- 
nounced a Management Center Com- 
petition for this year. The purpose of 
the contest is “to provide an_ inter 
change of ideas and information of 
scientific office management.” Top 
prizes totalling $4000 will be awarded 
to winners of the competition, which 1s 
open to all amateur writers, business: 
men, professional writers, and any 
person related to the field of office 
management. Entries in any of eight 
management categories will be ac 
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“|| GreryLine |Nylon Post Binders like this 


hold over 3,000 marginal-punched 


| Sheets in easy-to-read, easy-to-use order 


’ 


) If you file, store, refer to or analyze data tabulated on con- 
tinuous forms produced by high speed accounting machines 
jation | You are affected by the problem of housing such records in an 
f the | accessible and convenient manner. 

; an Wilson Jones GrayLine Binders . . . with plastic posts of 
Com- | amazing strength, durability and flexibility ... are the answer. 
ose of ‘§ For burst or unburst sheets of all sizes. 


No hidda, goes in 


GrayLine] Nylog post Binders 


Mf 


inter- No hidden entries on any sheets. You can read every entry 
m on } ~including data in the center margins of all pages—irrespec- a a 
sein hell ee ig 
D osition or bulk. 9 h Jeff 
Tot A P WILSON JONES COMPANY | Zhicce's lilnes 
arded sk your stationery or office equipment dealer or tabulating 


rich is | SUpplies source about GrayLine Binders today. If he can't 
siness: supply you send us his name and we will see that your require- 
| any ments are met promptly. 


Please send us complete information about GrayLine Nylon Post 
Binders and GrayLine Business Forms. 


office 
gh | WILSON JONES 
eat CHICAGO » NEW YORK - BOSTON « ATLANTA « SAN FRANCISCO 
MENT Our usual office supply source is 


OM 6 


= ae See a. & j Pe 4 ea a G foy eq ie Ral | eel “* 4 ms: 1 oy, y “ pve a eee ‘-, 2 4 aa o 7 ae : | 
=. fi i z be 2 mi. aa ee - neg ce 3 a Be Sip a, ‘ a) 2 4 
‘ ns ° foe Es sae es - ee = ‘ae 
fe o < € oN hee = ee be See y af t a e 9 3 a . 
oe | Bc 4g ie on ae aa ai | 5 ae 
% : se i ae atl ee , cat a . a i. Salas 
00 ae Cee ee ee ie a <. 4 dea 
rt ; : Po nae ; Me: 5 ui Aves en a rs sf &: ne : iy st 
1G. 5 , Pl oe ei ~_—. aN RES 
> in i ‘ Bs aa ee i! Bs : 4 ~ i 
; RE MM Soe 3 es =~. + ee ee we 
= | ee ibe Oe a 
ding pe Bes ee. a ue ; - — gee 4 
nN in eS a (oe > oe > ss 
Pen = : en ¢ . 2 b a 
ctrie . eee —— & 
- x ; a> ij 
will (/L B —_ \ _ a 
Me, éZ * 
ment , af = he Py 
= a ae LiL 
early ; 7 a . 2 
4 . 
rona, EP TK 4 F Ee: 
the im [) ie a ® = 
each — * ° * 
hol 77 - P = 3 
as ‘ m a Ss , 
inute ? q } * bi 4 os Et. ’ ‘- xg 
ning, “i ; 7 \ ‘ps # % < ees < 4 2 
ena Pes 55 ; ee — “ 
1 be- Ao ae nw 1?) ; ss 
en fo? ; ‘a . ; 
ay sss es 2 i F ri : 
be : : a , if et = z ‘ * 
a i Sa ey o ia: 
a »? oo A 
, — Z s 
OR ieee, ee “er ie gs 
os he ee wit —— 
ae 
et up | ae 
ques- a 2 
al in- fF | 
ne in- { - 
s_the & 
. 
= oko 
a 
a : 
— 
| 
| * 
es =—6he 
er 
| = . f 
a ae »  « . <a Oe OE I Ne Me ee 


e 


sass 4- 


THE CITY THAT DIDN'T EXIST A MONTH AGO 


Every 30 days the U.S. adds as many new Americans as 
live in Norfolk, Va.—creating brand-new wants and 
needs which must be satisfied. 


What does this mean to you? It means greater opportu- 
nities than ever before—in all fields. Home construction 
is expected to double by 1975. Power companies plan to 
increase output 250°, in the next 20 years to provide 
the power for scores of new labor-saving devices. Cloth- 
ing suppliers predict a one-third increase in 7 years. 


With 11,000 new citizen-consumers born every day, 
there’s a new wave of opportunity coming. ‘ 


7 BIG REASONS FOR CONFIDENCE IN AMERICA’S FUTURE 


1. More people ... Four million babies yearly. U.S. popula- 
tion has double d in last 50 years! And our prosperity 
curve has always followed our population curve. 


2. More jobs... Though employment in some areas has fallen 
off, there are 15 million more jobs than in 1939—and there 
will be 22 million more in 1975 than today. 


3. More income ... Family income after taxes is at an all- 
time high of $5300—is expected to pass $7000 by 1975. 


4. More production .. . U.S. production doubles every 20 
years. We will require millions more people to make, sell 
and distribute our products. 


5. More savings . . . Individual savings are at highest level 
ever—$240 billion—a record amount available for spend- 
ing. 


6. More research .. . $10 billion spent each year will pay off 
in more jobs, better living, whole new industries. 


7. More needs . .. In the next few years we will need $500 
billion worth of schools, highways, homes, durable equip- 
ment. Meeting these needs will create new opportunities 
for everyone, 


Add them up and you have the makings of another big up- 
swing. Wise planners, builders and buyers will act now to 
get ready for it. 


FREE! Send for this new 24-page illus- is 
trated booklet, “Your Great Future in a Great Future 
Growing America.” Every American ina 
should know these facts. Drop a card to- | “wis Amenea 
day to: ADVERTISING COUNCIL, Box 10, 
Midtown Station, New York 18, N. Y. 


(This space contributed as a public service by this magazine.) 
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cepted trom April 1, 1958 to March 
31, 1959. The top winner in each cate- 
gory will be awarded $500. 


Lever Bros. to distribute Air-Wick 
products in ao &, 

Negotiations have been completed 
for the transfer of distribution rights 
and trademarks of Air-Wick products 
to Lever Brothers Co., making the lat- 
ter organization distributor of the Air- 
' Wick line of room deodorizers in the 
United States, its territories and Puerto 
Rico. Airkem, Inc. will continue to 
supply the basic ingredient for Air- 
Wick. Lever will distribute Air-Wick 
‘ both wick bottle and aerosol form 
to the consumer market, exclusively 
} These Air-Wick products will be dis- 
tributed by the Lever Pepsodent Divi- 
sion. 


New partner admitted to 
management consultant firm 


Dilworth H. Walker was elected 
recently a partner of the firm of 
Cresap, McCormick and Paget, man- 
Jagement consultants with offices in 
New York, Chicago and San Fran- 
cisco. Mr. Walker will continue his 
association with the firm’s Marketing 
Division. 


Illinois office furniture firm 
announces new corporate name 

Steel Office Furniture, Inc. has 
changed its name to Business Interiors, 
Inc. The firm is located at 6111 W. 
North Ave., Oak Park, Ill.) and deals 
in designing executive offices, cafe- 
terias, employee rooms and other busi- 
\ Ness areas, 


Haloid stockholders approve change 
in corporate name 


Stockholders of The Haloid Co., 
Rochester, N. Y., have voted to change 
the name of the company to Haloid 
Xerox, Inc. The change took effect on 
) April 16, 1958. 


Federal government increases 
Prosecutions of business violators 
Federal agencies in 1957 prosecuted 
more violations of Federal laws con- 
} trolling competition in business than a 
any other time on recent record, ac- 
cording to Commerce Clearing House, 
national reporting authority on tax 
and business law. Three hundred and 
\wenty-four complaints, a record num- 
ber, were issued, and 213 cease and 
desist orders were filed during 1957. 
In the Antitrust Division, 56 cases were 
tiled, a record high for the past five 
years. Fines issued against violators 
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reached an all-time high of $941,525 
last year. 


Labor Department statistics indicate 
increasing need for manpower 

U. S. Department of Labor studies 
show that for every roo clerical and 
sales workers in 1958, we will need 
127 by 1965. Undersecretary of Labor 
James T. O'Connell said recently. 
“Advancing technology doesn’t replac: 
human labor. It creates a snowballing 
demand for more and better workers 
... better educated and better trained.” 
He also said that for every 100 persons 
employed as managers now, we will 
need 122 in 1965. 


Facts from Copease 
about Office Copying Machines: 


Send for FREE manual 


North American Phillips sets up 
dictating division 

Establishment of a new Dictating 
Equipment Division by the North 
American Phillips Co., Inc., has° been 
announced by the company. Arthur L 
Hanrahan will serve as product man- 
ager for the new division. The com- 
pany has its offices at 230 Duffy Ave., 
Hicksville, Long Island. 


Designs For Business 
opens new branch 

The opening of a new branch office 
in Detroit, Michigan, has been an- 
nounced by Designs For Business, Inc., 
New York organization of office plan- 


th ath, olmt- Office Copying (Yonchined 


1. What copy limitations, if any, does each 


type of machine have? 


2. Is it important to copy everything? 


3. Which machine will produce my copies 


at lowest cost? 
4. Can anyone operate it? 


5. Which machine is the fastest for 
general office copying? 


This booklet answers these important questions and shows why 
Copease quality means copies for less. The manual contains a test 
pattern which gives a true evaluation of all copying machines. Try 
the test pattern on your present copying machine. Then try it on 
Copease. See the difference: COPEASE COPIES EVERYTHING. Send 
for ‘‘THE TRUTH ABOUT OFFICE COPYING MACHINES” today: 


Dt eo 


| Distributors in Principa! 
| Cities. Regiona' Offices: 
| New York, 425 Park Ave. 
| Plaza 3-6692 


gation....0 
Chicago, 228 N. LaSal‘e St. 
STate 1-1383 ‘ og PEE 
Los Angeles, 3671 W. Sixth ADDRESS...... 


St., DUnkirk 5-2881 


COPEASE CORPORATION 
425 Park Avenue, New York 22, N. Y. 


Gentlemen: Please send me a FREE copy of ‘“‘THE TRUTH 
ABOUT COPYING MACHINES”....[1 | would like to have a 
3-day FREE trial of Copease in our own office—without obli- 
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ITS ALWAYS 


No more clogged, dry pens 


READY TO WRITE! 


ss 


If you're tired of trying to sign your mail with a penful of 
. « Db 5 ‘ 

paint-thick ink...or a pen that seems never to have any ink 

at all...then you're ready for an Esterbrook 444. 


The 444 holds six months’ supply of ink...seals it against 
thickening and evaporation! It’s the only desk set that does! 


Every dip of the point gives you 500 words worth of ink 
...writable ink, never thick or gummy! 


And the point? It'll be your kind...custom-made for the 


« 


way you write. There are 32 Esterbrook points to choose from. 


Aren't you about ready for a desk set that’s always ready 
to write? Esterbrook 444 is only $4.50 in Executive Black or 
handsome colors. 


Magic Meter in spill- proof Feed-Matic* 
base feeds just the right amount of ink 
to the pen instantly at a touch of the 
point. Never clogs. Fingers stay clean. 


Gsterbook 44 


2284 1550 9668 9788 


32 precision points to choose from. 
Each numbered for sure identification. 
One is exactly right for you. 60¢ re- 
places damaged point. 


*rRADE MARK 


Desk Set with 
Feed-matic Base 
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ners and interior designers, in a move 
to extend its activities to the midwes, 
This is the firm’s first branch office, 
It will operate under the name Designs 
For Business, Inc., Detroit Branch, and 
will be headed by Raymond A. Werte, 
executive vice president of E. A. Fin. 
sterwald Co. 


New computer subsidiary established 
by Gulton Industries 

Gulton Industries, Inc., has entered 
the computer field, it was disclosed 
recently by Dr. Leslie K. Gulton, presi: 
dent of the firm. Dr. Gulton an. 
nounced the establishment of a new 
Digital Devices Department that will 
apply semi-conductor techniques t 
data acquisition and reduction analog 
and digital systems. The new depart 
ment has been assigned to the CG 
Electronics Corp., Albuquerque, N. M, 
a wholly-owned subsidiary of Gulton 
Industries. 


IBM computer aids Dead Sea Scrolls 
interpretation 

Interpretation of the Dead Sea 
Scrolls, one of the most important 
Biblical finds in centuries, was brough: 
many years closer with the recent print 
ing of the first complete index of 4 
major portion of the 2000-year-old 
documents by an IBM 705 electronic 
computer, the company reports. Ao 
index is a standard device used to break 
down a written work alphabetically 
into words, so that any given word 
may be studied in all its contexts. 


People in the News 


James P. Dwyre has been elected 2 
member of the board of directors of 
Cushman & Denison Mfg. Co. of Carl- 
stadt, N. J. 

Charles E. Trescott has been ap 
pointed vice president and generdl 
manager of Zenith Plastics Co., Gar 
dena, California. 

D. Rex Scott was recently appointed 
manager of planning for the firm 0 
Robertshaw-Fulton Controls Co., New 
York. 

Edward E. Kleinschmidt, invento 
of the teletypewriter and president © 
Kleinschmidt Laboratories, Inc., Deet 
field, Ill, a wholly-owned  subsidiat 
of Smith-Corona, Inc., was recent 
awarded the honorary degree of Do 
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Only on a , Marchant* do you get - straight- line 
keyboard-dial proof of accuracy ! 


With a Marchant calculator, you don’t have to search 
through the keyboard to make sure all the figures in an 
entry are right. You know when they’re right because you 
can see them at a glance ...easily, instantly ...in Marchant’s 
keyboard dial. Marchant gives you this bonus guarantee of 
accuracy ...which adds to the real speed of your figurework. 

And when you consider such other outstanding features 
of the Marchant as automatic simultaneous ‘‘push-button”’ 
multiplication, automatic complete-clearance division, and 
the smoothest, fastest operating mechanism of all rotary 
calculators, it’s easy to see how you can get more work 
done, at lower cost, with modern, automatic Marchants. 

To see how fast and easily the Marchant works, call your 
nearby Marchant Man, or send coupon for full information. 


wen MARCHANT CALCULATORS, INC. 


8-bank Figuremaster 
one of 14 Marchant models. OAKLAND 8, CALIFORNIA 


Here it is — 
the keyboard 
entry check dial 
found only on the 
Marchant, among 
all American-made 
calculators. 


| MARCHANT CALCULATORS, INC. - OAKLAND 8, CALIFORNIA 
rangle spectamanpl so-tey AGSer 1 © Please send full information on the accuracy and speed of Marchant 
Light and lively touch makes | automatic calculators. 
figures fly. Fully electrified. See 1 © Please send information on the new Marchant 10-key Adder. 
it demonstrated. | os 
> 1 NAME 
Modern Management Counts on Marchant H PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
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This Baltimore Business Form 


- Order, Invoice, Delivery System— 
In One Compact Salesbook! 


Your salesman writes order, invoice, 


delivery receipt, accounts receivable and 
auditing copies ... al/ at one time. You 
get many of the laborsaving advantages 
of automation with none of the expense. 


Bound into easy-to-handle books, 
with pre-inserted one-time carbons, 
salesman merely writes order and all 
necessary copies are done! For positive 
accounting control, you can have your 
choice of regular consecutive numbering 
or combined book and check numbers. 
Either way, the combination of one-time 
carbons, convenient book binding, and 
precise numbering saves you time and 


money. 


Many other time & money savers available 
New forms are being designed every day 
by Baltimore Business Forms “System 
Planners.” Take advantage of their 
experience. Have your Baltimore Busi- 
ness Forms Representative check your 
operation for new cost-cutting methods, 
through better business forms planning. 
Call or write for FREE samples 
Free samples and recommendations are 
yours on request, no obligation. Look 
in the Yellow Pages under “Business 
Forms” or “Sales Books,” or write 
direct to: THE BALTIMORE BUSINESS 
Forms Company, 3134 Frederick Ave., 
Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


HANDYSET ONE-TIME 


Saving time and reducing costs in business and industry 
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tor of Engineering by the Polytechn; 
Institute of Brooklyn, Brooklyn, N. | 

A, W. Neely has been appointe 
product manager, Dictation Divisio; 
Comptometer 
Il. 

Loretta F. Spacek of Bell Telephon: 
Laboratories, Inc., has electe; 
president of the Transcription Supe; 
visors’ Association of New York fy 
the year 1958-59. 

S. R. Akers, president of Meilin 
Steel Safe Co., Toledo, Ohio, has bee 
elected vice president of the Sate Mar 
ufacturers’ National Association. 

Kenneth M. Gleszer has been electe 
president of Dixon Sintaloy, Inc, 
Stamford, Conn., and James S. Lay 
elected president of the Dixon Peng 
Co., Ltd., Newmarket, Ontario, Can 
ada. Both firms are subsidiaries of th 
Joseph Dixon Crucible Co., Jersey City, 
i ee 

James E. Widman has been name. 
assistant to Carl McKelvy, Royal M 
Bee Corp.'s vice president for produ 
tion. 


Corporation, Chicag 


been 


Dorothy Liebes, designer and color 
ist, has been named stylist and colo: 
consultant to the Eagle Ottawa Leathe: 
Co., Grand Haven, Mich. 

Sol King, has been named presiden 
of Albert Kahn Associated Architect 
and Engineers, Inc., Detroit, Mich. 

Willam G. Zaenglein, tor 20 year 
president of Monroe Calculating Me 
chines Co., and more recently presi 
dent of Underwood Corp., has beer 
appointed executive vice president ani 
general sales manager of Clary Corp. 
San Gabriel, Calif. 

A. Donald Brice has been electe: 
vice president of the Dictaphone Corp 

David H. Burrell has been appointed 
vice president-marketing of Under 
wood Corp., New York. 

Thomas F. O’Neil, chairman of the 
board, RKO Teleradio Pictures, Inc, 
New York, has been re-elected chair 
man of the board of Brand Names 
Foundation, Inc. 

John B. Hartnett, vice president i0 
charge of sales and advertising © 
Haloid Xerox, Inc., Rochester, N. Y. 
has been elected chairman of the boar 
of that company. 

Robert S. Owens was recently elec 
ed to the board of directors of Nicole! 
Industries, Inc., Florham Park, N. | 

Kenneth C. Tiffany, vice preside! 
in charge of finance for Burrough’ 
Corporation since 1949, has been elect 
ed a director of the corporation, repla- 
ing the late John S. Coleman. 
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PRODUCTION 


a 


ACCOUNTING 


SHIPPING 


INVENTORY 
—— CONTROL 


How Teletype can help you control costs 


Teletype machines are operated much like a type- 
writer, but they have additional abilities which can 
work magic in controlling costs. They can do several 
things at once—in several places. 


For instance, a single typing can “‘deliver’”’ multiple 
copies of a printed message—or multi-part business 
forms—to any number of receiving points. Thus it 
can help you to convey the impact of a sale—imme- 
diately and simultaneously—to production planning, 
accounting, shipping, inventory control, and as many 
other locations as desired. 


Production Planning. Your production planning 
department can keep in constant touch with sales 
and plant locations—maintain most profitable sched- 
ules, slow production of a “‘poor seller,” speed pro- 
duction of the “thot item.” 


Accounting Department. Credit questions on in- 
coming orders can be quickly cleared, billing and other 
Paperwork greatly simplified, accuracy improved. 


Shipping and Inventory. Shipping will know what 
to expect—delivery dates, quantities, packing sup- 
JUNE 1958 


plies, carriers. Inventory Control can keep a closer 
watch on raw materials and equipment, keep inven- 
tory at profit-assuring levels. 


Additional advantages. Exclusive with the Tele- 
type Model 28 machine is the Stunt Box, or “robot 
brain,”’ which can be used for remote control of asso- 
ciated or other electronic or mechanical equipment, 
and for selective station calling. 


More information. For more information and a 
copy of our booklet, ‘“‘The ABC’s of Teletype Equip- 
ment,”’ write to Teletype Corporation, Dept. 31 F, 
4100 Fullerton Avenue, Chicago 39, Illinois. 


TELETYPE 


CORPORATION 
sussioiary or Western Electric Company inc. 
Use Readers’ Inquiry Coupon on Page 90 23 
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EXPANDER CABINETS 
Ask the man 


to show you 


samples 


eae as Your Machines? 


speeds the availability of 
source material 

provides accessible filing 
of the products of 


AUTOMATION 


Electronic machines produce punched cards and 
tapes at astounding speed. Once punched many 
become permanent records to be used over and 
over again. Acme Visible Records and equip- 
ment provide for filing and fast finding, with 
SEEABLE indexing that speeds the handling of 
this material to keep pace with the machines. 


ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 


District Offices and Representatives 
in Principal Cities 
ACME VISIBLE RECORDS, INC., Crozet, Virginia 
We are interested in filing 
DC Tapes (approx. length} — 


(CO Edge-punched cards 


(Approx. number 


(CD 1.B.M. Cards of records) 
(CD Have representative call. Date Time 
¢ 
Pr 7 
Address 
City Zone State 
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Books and Pamphlets 


MATHEMATICS IN BUSINESS, by 
_ Lloyd L. Lowenstein. 364 pages. John 


Wiley & Sons, Inc., 440 Fourth Ave. 


| New York 16. $4.95. 


Written by a professor of mathe. 
matics at Arizona State College, this 
text is designed as a first course in the 
mathematics of business, offering the 
student a foundation for further 
courses in the mathematics of finance, 
and in accounting, business. statistics, 
insurance, and other business subjects. 
Divided into ten major sections and 
two appendices, the book covers busi- 
ness arithmetic, business algebra, per- 
centage computations, profit and loss, 
simple interest and discount, averages, 
compound interest, annuities, applica- 
tions of annuities, and depreciation. 
Logarithms and the binomial theorem 
are explained in the appendices. Amply 
supplied with tables and problem exer- 
cises (with answers), the book also 
includes discussions on such topics as 
assessments and taxes, commission, 


| trade discount and cash discounts. 


| MANAGEMENT AND ORGANI- 


ZATION, by Louis At Allen. 3x0 
pages. McGraw-Hill Book Co., Inc. 
330 West 42nd St., New York 3%. 
$7.00 

A documented study of busines, 
management policies and methods. 
this book reviews both modern dis- 
coveries in the social sciences and “me- 
chanistic” principles of scientific man- 
agement to present a combination o 


| practical and_ theoretical knowledge. | 


based partly on a three-year analysis 
of 168 unusually well-run companies. | 


| According to the publisher, the volume 


e “ 


is “designed to help management met 
| make organization changes for profit 
| growth.” Included is material never 


before published on management inno- 


| vations in profit center management; 
| integrated programming of operations, 
use of management plans to control 
| operations; methods of authority 4s 

_ signment; linear charting, and_ other 


topics of a similar nature. Techniques 
> - 1 
for successful management of a small 


_ business are also pointed out. The 


author discusses divisionalization, and 
shows why and how it has caused 


| some companies to lose heavily, and 


identifies the exact kinds of work 3 


(To page 27) 
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CHECKS CREDIT RATINGS FASTER 


HATTIESBURG, MISS. 

The Credit Bureau of Hattiesburg gives the stores it serves 
faster service and cuts its own costs by photographing the 
customer ledger cards of key stores in a Recordak Reliant 
Microfilmer. (6,000 cards recorded in less than 1 hour.) 

With these film records ready for checking in a Recordak 
Film Reader, ‘“‘rush” inquiries can be answered while customers 
shop. Sales clerk calls her credit manager, who phones Bureau 
—nothing could be faster. Another advantage: credit managers 
are spared thousands of phone inquiries from Bureau. 


CURES BILLING HEADACH 


SIOUX CITY, IOWA 

Getting bills out to more than 5,000 customers is only half 
the job it used to be for Toller Drug Company, operators of 
four Toller Rexall drugstores in this city. 

Sales checks are photographed in high-speed Recordak 
Reliant Microfilmer and sent out to customer with bill, which 
lists only the sales check totals instead of describing each 
purchase. This cuts costs 50%, increases accuracy, lets Toller 
handle greatly expanded volume in half the time formerly 
spent. And customers find it much easier to recall charges with 
sales checks in hand. 

Prescriptions are also microfilmed to increase protection, 
Save space, and speed reference. 


JUNE 1958 


Short cuts with Recordak Microfilming 


Latest reports on how this low-cost photographic process is simplifying routines 
for more than 100 different types of business . . . thousands of concerns 


MAKES BORROWING EASIER 


SACRAMENTO, CALIF. 

Charging out more than 200,000 books per year is a relatively 
simple chore for the staff of Sacramento City Library’s two 
bookmobiles. A button on the Recordak Junior Microfilmer is 
pressed—and borrower is on his way. Library has picture of 
borrower’s card, book card and a date due ecard. 


This does away with tedious record-keeping . . . ends line- 
ups ... gets books back on shelves faster, too! Same system is 
used in Sacramento City Library’s 5 branches. Over-all savings 
in clerical work are estimated at 30%. 


See how companies like yours save 


Free booklet gives 
broader picture of uses 
in businessand industry. 
Write for “Short Cuts 
that Save Millions,” or 
for more specific help 
have a Recordak Sys- 
tems Man call. No obli- 
gation whatsoever! 


“*Recordak’’ 
is a trademark 


=RECORDPK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
now in its 30th year 


oeeeeeeeeeee « MAIL COUPON TODAY.-- 


. 
* RECORDAK CORPORATION 2 
$ 415 Madison Avenue, New York 17, N. Y. “4 
* D1 Send free copy of ‘“‘Short Cuts that Save Millions.” 
° © Have local Systems Man phone for appointment. Fb ° 
Name. Position = 
i Company . 
. . 
* Type of b ° 
. . 
© Street. . 
. 7 
¥e City State “ 
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MULTIPLE COPIES 
WITHOUT CARBONS 


MINNEAPOLIS 


FIRST NATIONAL BANK 


ASSETS PURCHASED OR RECEIVED 


SECURITY NATIONAL BANK SAVINGS AND TRUST CO 


TRUST OEPT. 


ST. LOUIS. MISSOURI 


It’s done with NCR PAPER!...up to eight legible copies 


Your business forms can now be produced 
in multiple copies without the use of carbon 
paper or even carbonization. Yes, thanks to 
the research laboratories of The National 
Cash Register Company, an amazing paper 
has been perfected that makes perfect copies 
of requisitions, invoices, sales slips or any 
of hundreds of business applications where 
clear, clean copies are required. 

Up to five legible copies can be made on 
NCR Paper with a standard typewriter, 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Onio 


989 OFFICES 
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ball-point pen or pencil and eight or more 
with a business machine or electric type- 
writer. Because it requires no carbon in- 
serts, NCR Paper is a great time-saver and 
smudging of copies and fingers is eliminated. 

It’s so simple to use too. Just put together 
several forms that have been printed on 
NCR Paper—insert them in a business ma- 
chine or typewriter and the copies come out 
clear, clean and easy to read. 
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Your forms can be printed on NCR Paper 
by your present forms supplier. The cost 
is much lower than you think and you'll 
be pleased by the way NCR Paper pro- 
duces clearer, cleaner copies. Phone yout 
supplier today and ask about 

getting your forms printed on 7 
NCR Paper. 


*TRADE MARK REG. U.S. PAT. OFF. 


NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS — 
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manager does—as a basis for organiza- 
ion planning and for development, 
appraisal, and compensation of the 
professional manager. The author is 
now president of Louis A. Allen Asso- 
dates, Management consulting firm. 


STUDIES IN THE MATHEMAT- 
ICAL THEORY OF INVENTORY 
AND PRODUCTION, By Kenneth ]. 
Arrow, Samuel Karlin and Herbert 
Scarf. 340 pages. Stanford University 
Press, Stanford, California. $8.75 

The exploration and formulation of 
general mathematical concepts behind 
dicient inventory and production con- 
tol are the subjects of this volume, 
which combines a series of inter-related 
papers on inventory policies studied in 
the light of a wide variety of assump- 
tions likely to be met in practical con- 
ditions. The book’s introduction con- 
iders the historical background of 
modern inventory theory, the nature 
and structure of inventory problems, 
and certain features 
inventory models. Summaries of their 
results are included by the authors as 
well as descriptions of their approach 
to the analysis of inventory problems. 
Part Two is entitled “Optimal policies 
in deterministic inventory 
Part Three covers “Optimal policies in 
stochastic inventory processes”, and Part 
Four discusses the subject of “Operat- 
ing characteristics of inventory poli 
ces.” The book concludes with a 
bibliography of inventory’ theory. 


common to all 


processes”; 


CASES IN HUMAN RELATIONS 
IN MANAGEMENT, by Richard P. 
Calhoon, E. Wailliam Noland and 
Arthur M. Whitehall, Jr. 444 pages. 
McGraw-Hill Book Co., Inc., 330 W. 
y2nd St., New York 36. $6.00. 

A volume composed of a collection 
of 75 short cases, ranging in scope 
iom problems involving a single de- 
partment to those of an entire orgam- 
ization, this book is written from the 
view point of management and human 
relations. According to the publisher. 
this book has as its purpose, “How to 
improve analysis, decision making, and 
action in human relations situations.” 
The book makes use of actual cases 
submitted by business executives, who 
are members of the Executive Program 
at the University of North Carolina. 
The introduction includes a wide dis- 
cussion of human relations and an 
analysis of the case method. There 
ae questions at the end of each case 
ior discussion purposes. 
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Translation:"! quit!" 


Hard-to-replace secretary on 
the brink of farewell — fed 
“up to here” with her big 
boss's small-time office. 
Cramped, cluttered, destroy- 
ing morale and productivity. 


Then along came 


the Invincible Man* 


with the office plan 


... to turn “the littered look” into a magnificent 
symbol of achievement. A spacious executive 
desk — two-tone with smart Aerogrili panel and 
leg bases . . . and an impressive modular cabi- 
net grouping. ( Did the girl quit? Of course not! ) 
For any executive or professional or general 
office, the Invincible man can quickly plan strik- 
ing new beauty, convenience and efficiency from ' 
Invincible’s truly complete line. 7 


* Not really wearing shining 
armor, the Invincible Man 
is nevertheless a doer of 
great deeds. Call on him 


for periodic office planning 
check ups. 
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INVINCIBLE 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 


Business-engineered 
for better 
business living 


_INVIN c IBLE 
METAL FURNITURE COMPANY . 
Dept. -B-6, Manitowoc, Wisconsin 


Without cost or obligation please send Invincible 
brochure and: Planning Kit Survey Form. 


Nome... 


Send coupon today 
for colorful Invincible 
brochure and sample 
Survey Form from 
the Invincible Man’s 
Planning Kit. 


StS 


Firm 
Addres 
City. 
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1N CANADA: A, R. Davey Co., Ltd., 
1162 Coledenia Rood, Toronto 10 -~_ 
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NEW! THE SMITH-CORONA SECRETARIAL BRINGS = ; 
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Test and discover the new lighter touch and livelier action ln 
that means more typing speed, greater typing ease! | ® 


More typing freedom, more typing speed on the new Smith-Corona LOOK AT THESE EXCITING SECRETARIAL FEATURES! 
Secretarial Typewriter! New Speed Booster accelerates every stroke Clean, Modern Appearance + Seven Decorator Colors + Rugged 


j 26 j : Construction + Exclusive Total Tab Clear Lever + Instant-Set SI 
- ' ‘ Ps : Bens : 
vith less typing effort, makes the keyboard come alive — actually dtargine + Gastesies Galt fens they + Gatadtes em Oe 0 
gives you greater typing ease. The new Secretarial is available in fabric and carbon ribbon 5} 
And Smith-Corona’s Accelerator Action also brings you a marked models, in a complete range of type styles and carriage widths. 


improvement in typing quality! Each character prints the same 


‘ig : : : ‘ to 

clear, crisp impression — gives a uniform, professional appearance 

to every page of every typing job. THE NEW 
Discover for yourself the light, lively touch, the crisp, clean I 

write of Accelerator Action on the new Smith-Corona Secretarial. SMITH-CO RONA P 

Call your local Smith-Corona representative for a demonstration 


or a ten-day trial in your own office today! SECRETAR IAL er 
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IASA 36th International Conference. 
Chicago, June 2-4, 


Sponsor: Insurance Accounting and 
Statistical Association. Place: Sherman 


Hetel. 


Fourth International Automation Ex- 
position and Congress. New York, 
June 9-13. 


Sponsor: The Exposition Management. 
Place: Coliseum. 


NMAA 7th Annual Conference and 
—" Show. Atlantic City, June 
18- ° 


Sponsor: National Machine Account 
ants Association. Place: Chalfonte Had- 
don-Hall Hotel. 


NACA 38th Annual Cost Conference. 


| Chicago, June 23-26. 


Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 
Hotel. 


NSA International Convention. Minne- 


| apolis, Minn., July 16-19. 


Sponsor: National Secretaries Associa- 
tion (International). 


© emenement Development Center 


1958 Summer Conferences (12th 


nga Pasadena, Calif. September 


’ 


' 
; 


Sponsor: Management Development 
Center, California Institute of Tech- 
nology. Place: California Institute of 
Technology. 


ISA 13th Annual Instrument-Auto- 
mation Conference and Exhibit. 
Philadelphia, September 15-19. 


Sponsor: Instrument Society of Amer- 


| ica. Place: Convention Hall. 


NIGP 13th Annual Conference and 


t Products Exhibit. Boston, October 


Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 


ler. 


SPA International Systems Meeting. 


Pittsburgh, October 13-15. 

Sponsor: Systems & Procedures Asso- 
ciation of America. Place: Penn Shera- 
ton Hotel. 


IMS Sth Annual International Meet- 
ing. Philadelphia, October 16-17. 


Sponsor: Institute of Management Sci- 
ences. Place: Sheraton Hotel. 
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AS this issue of the magazine goes 
to press, the 39th Annual Nationa! 
Office Management Association Con 
ference and Office Equipment Ex- 
position is beginning at Chicago’s 
Conrad Hilton Hotel. Both the cen- 
tral location of the city, and present 
business emphasis on measures to 
improve cost control, both in plant 
and office, would suggest an un- 
usually high attendance at this im- 
portant meeting. Look for a full re 
port on the 39th Annual Conference 
in the next issue of Office Manage- 
ment. 


SPEAKING of expositions, we hav: 
been overwhelmed this past week by 
the largesse of the various nations 
exhibiting at the U.S. World Trade 
Fair in New York. No matter how 
industrialized the nation — repre- 
sented, no matter how extensive its 
display of heavy industrial equip- 
ment, motorcycles, office machines, 
radios, and refrigerators, as well as 
highly styled china, crystal, and sil- 
ver products, each nation also 
seemed to have one particular food 
product of which it was especially 
proud, and which it was only too 
anixous that each passerby should 
experience. So the hungry visitor 
could combine the Dominican Re- 
public’s sugar with Switzerland’s 
Gruyere cheese; Holland's chocolates 
with slices of Poland’s ham. Fas- 
cinating but perilous, since a poorly 
planned route exposed visitors to the 
dessert courses before the entrees, 
as it were. 


THE World Trade Fair was a re- 
sounding success, according to all 
concerned, visitors and_ exhibitors. 
Although this is only the second 


time it has been held, it was so well 
attended that New York’s  giani 
Coliseum seemed on the verge of 
bursting its concrete seams on sev- 
eral days. 


AND—to speak of buildings—what- 
ever effect the recession may be 
having on other sectors of the econ- 
omy, it doesn’t seem to be making 
much of a dent in the office build- 
ing boom. New York City, which 
has sprouted so many new buildings 
recently that a native who leaves 
town for a few weeks may have 
difficulty finding familiar landmarks 
on his return, has just announced 
plans for the world’s largest com- 
mercial office building, to be erected 
just behind Grand Central Station. 
Baltimore, while it has no plans for 
the world’s largest single unit of any 
type, does have well past the draw- 
ing board stage one of the most am- 
bitious major downtown rebuilding 
programs yet attempted by any 
American city: the reconstruction 
of a twenty-two block central city 
area into a mixed urban pattern of 
stores, hotels, and business build- 
ings. Toledo has just announced 
that Libbey-Owens-Ford plans to 
build the first major new office 
building to be added to the Toledo 
scene in 30 years. 


ALL of these continuing develop 
ments, which are focusing so much 
attention on the importance of the 
physical environment in which work 
is done, should produce many major 
innovations in the office. We'll bring 
them to you as they develop. 


itor 


CIA Annual National Conference. At- 
lantic City, N. J., October 19-22. 


Sponsor: The Controllers Institute of 
America. Place: Chalfonte-Haddon 


Hall Hotel. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 


Sponsor: National Management Asso- 
ciation. Place: Hotel Statler. 


NMAA Electronic Business Systems 
Conference. Seattle, October 30-31. 


Sponsor: National Machine Account- 
ants Association. Place: Olympic Hotel. 


FGAA 8th Annual Symposium, Wash- 
ington, D. C., November 17-18. 
Sponsor: Federal Government <Ac- 
countants Association. Place: Shore- 
ham Hotel. 
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A ‘clean desk” man shows all 


eeee POCO OOOH OEE E HEHEHE EE EE SESE EEE TESS SEE EEEEEEEE EEE EE EESES 


tors, letter files, card trays, 
forms shelves and work tools 
organizers . . . even an in- 
drawer wastebasket and an 
in-drawer telephone. 

Today with the high cost of 
Yes, all those things spread on the floor actually office workers and office space cutting net profits, 
have a specific place inside the new Shaw-Walker these time-saving, space-saving Shaw-Walker 
Clutter-Proof Desk. } Clutter-Proof desks are really a must. 

And everything is organized for quick finding. See them at one of our 17 branches or 470 dealers, 
Desk top working space, a catch all on other desks, There are 58 beautiful color combinations. Or write 
is actually doubled with this desk. for our new 252-page Office Guide. Shaw-Walker, 

There are in-drawer letter baskets, work separa- Muskegon 21, Michigan. 


New desk a marvel of in-drawer organization. 
Clears desk top for freedom to work. 


Seeeeecceeseees 


"Built like @ 
7 Skyscroper™ 


Largest Exclusive Makers of Office Equipment 
Muskegon 21, Mich. Representatives Everywhere 


OFFICE MANAGEMEN! 


Spread out is everything that’s organized inside his new Clutter-Proof Dest) “ 
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w&) A ROMAN CATHOLIC charitable 
organization in the San Francisco dio 
cese, an electrical equipment manufac- 
turing concern in Hampton, Georgia, 
a bank in New York City, the state 
government of Minnesota. . . 


Four completely dissimilar organi 
zations, with different objectives, dif- 
ferent operating problems, an enor 
mous disparity in number of person- 
nel. Yet each has something in common. 
Each has found that it pays to mech 
anize—automate, if you will—at the 
proper level. And the reason that such 
E “automation” has paid off is that each 

of these four entirely different organi- 
zations has something else in common 
with all the others: each must deal 

Fwith a large number of individual 
roof Dest} “bits” of information, and act quickly 

to make use of such bits. 
l ' Toa degree, the four offices cited, 
/ ranging from the tiny staff of the 
Society for the Propagation of the 
rays, | Faith in San Francisco to the thou- 
tools sands of workers in the Minnesota 
1 in- | state organization, illustrate one of the 
d an | most important points in the whole 
held of automation—one that has been 
ill too often overlooked. 


a, 


ofits, Practically any organization that has 

to deal with a large number of in- 
dividual items of any kind, and do any 
alers. kind of individual paperwork on such 
» Items, can benefit from clerical mech- 
anization. Such mechanization may 
take the form of electronic installations; 
itmay be in the form of punched card 
equipment. But the fact remains thai, 
o ho matter how small the company 
vhere itself, if it has to deal with a large 
| Qumber of individual pieces of infor- 
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Number of “bits” of information to be processed is more 
reliable criterion than a company’s size in determining 
whether mechanization should be applied to work loads— 


by Robert M. Smith 


mation, mechanization will usually 
benefit it. 

By the same token, even fairly large 
companies, if they make only a few 
products, which are sold in bulk to 
only a few customers, relatively speak- 
ing, may find that autemation at any 
level, in terms of taking over clerical 
processing functions, is not really neces- 
sary or even particularly desirable for 
them. 

A lack of understanding of this basic 
distinction has caused many of the dif- 
ficulties and problems that have arisen 


Why small companies may need automation 
}even more than larger concerns 


in the whole concept of automation. 
All too many small and medium sized 
firms, acquainted primarily with the 
giant computers installed by multi- 
billion dollar companies, and the uses 
to which such computers have been 
put by the large corporations, have dis- 
missed the whole subject of automation 
as beyond their scope or their needs 
In terms of a direct transferral of the 
large corporations’ applications and the 
equipment they use to their own con- 
cerns, they have been perfectly right. 
While it may pay a company with 
several thovsand employees to process 
its payroll on an electronic computer, 
it would be ridiculous for a company 
with three hundred employees to at 
tempt the same thing. It could be done, 
but it would be like using an airplane 
engine to propel a rowboat. 


Many a small company has been “frightened” away from automation 
by emphasis on iarge seale electronic computer installations 


31 


ae | po cates 
- | = 
i LS _ 
‘ | ee id 
‘ <= 

. 
° 7 4 

_ = 

ee 

So. | 

| 

Bis 
5 4 - 
aN ; 
\) Hi ane 

WV g 

OOS 
BESSY // . ; 
SSSR WY 
PRY : 

SK SL ) 
eo ay “\ 6 
cee, = = 
‘ 
4 : ; 5 a ee ye F 
— ee le a kk. cto ie: Tee Ae Lp eae ae ee 2a 


In some instances, the smaller company requires a degree of automation . . . 


But assume that the company of 
three hundred employees makes a wide 
variety of small items, each of which 
is produced in varying sizes and colors. 
Assume that these items are distributed 
through regional sales offices, each of 
which keeps a given inventory of the 
company’s products, drawing from 
central inventory when stock on any 
particular item drops below a mini- 
mum point. In such a situation, the 
company which would find an elec- 
tronic computer quite ridiculous for 
payroll work might find on investiga. 
tion that a small unit would be in- 
valuable in production control and in 
keeping inventories level. 

Many such companies have. Many 
more have not, because of the vast 
number of misconceptions that have 
arisen in the whole field of equipment 
for office automation. The widest pub- 
licity has been given the largest elec- 
tronic units, which are expensive. The 
greatest emphasis had been placed on 
the role of computers in taking over 
conventional mass clerical processing 
functions, rather than their ability to 


combine a whole series of streams of 
information to give results which un- 
der conventional systems would in- 
volve work on the part of several dif 
ferent departments within a company. 

Both misconceptions have prejudiced 
many small and medium sized, as well 
as some fairly large, concerns agains: 
computers of any type. This prejudice 
has been reinforced by the past empha- 
sis by manufacturers on their larget 
models, their comparative modesty 
about the smaller units, even though 
the basic abilities of these units were 
in many instances the same as those 
of the large machines. The major dis- 
tinction between a small general pur- 
pose computer and a large one lies in 
processing speed, and memory capacity. 
The range of abilities of each is ap- 
proximately the same. 

Yet actually, of course, the smaller 
and medium sized concerns offer a 
greater potential market in the long 
run to equipment manufacturers than 
do the large companies. And, in addi- 
tion, the small and medium sized con- 
cerns, in which high speed data process- 


L 


‘ uh 


- — 


ing units are appropriate at all, stand 
to gain much more very often by their 
installation than do the large concerns, 

This is so because the one advantag: 
a small concern has over a large one 
in the same field is flexibility; th: 
ability to move faster in a changing 
situation. Aside from that, the larger 
company has most of the advantages 
on its side, Electronic data processing 
techniques, particularly in the area oj 
management decision-making, could 
take away this one remaining advan- 
tage of the smaller company, if the 
giant organization is using them, and 
the small one is not. By use of high 
speed equipment, particularly in the 
area of consolidated management oper- 
ating reports, rather than mass clerical 
processing as such, the small and me. 
dium company regains its advantage oj 
speed and adaptability against iti 
larger rivals. 

The reasons are simple. It will al- 
most always take the big concern mor: 
time to switch directions and emphases 
in a changing situation than it will 
the smaller one. But intelligent an! 
imaginative use of electronic equipment 
can indicate that a situation 7s changing 
far faster than conventional manual or 
mechanical processing of data, and sub- 
sequent human analysis of the data 
could. Thus, the smaller concern, if it 
is not able to spot the changing situs 
tion as quickly as its larger rival, loses 


A giant concern may profitably use a computer for just a few mass data processing jobs .. . 
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the advantage of its flexibility. It can 
change over to meet a situation faster. 
but if it doesn’t realize the situation 
exists until some time after its larger 
competitor has started to adapt to it, ix 
is still going to be severely handicapped. 

And electronic equipment, in spite o! 
all the recent propaganda against it 
has proved itself in terms of analyzing 
a situation, and predicting what cur 
rent trends portend for the future. A 
perfect example revealed in the current 
Fortune is the fact that one government 
economist, after gaining cooperation 
from the Census Bureau, which has 
two large computers, began feeding 
business trend figures to the electronic 
machines last fall. Convinced from his 
own studies that the economy was 
slowing down badly, he got from the 
electronic units a much quicker analy 
sis of all significant factors on the eco- 
nomic scene than had ever before been 
possible. Although this was October, 
1957, When most experts were predict- 
ing that a possible recession was in the 
making, but that it would be in no 
way a severe one, the computers 
showed quite plainly that in compari- 
son with the 1953-54 recession, all in- 
dications were that the current slow. 
down would be considerably worse. 
The most significant business figures, 
as of that date, already showed a lower 
index of activity than the, low point of 
the °53-54 recession, according to the 
electronic analysis. 


Divided counsel within the Adminis 
tration’s economic advisors, accordine 
to Fortune, prevented full acceptance 
of the implications of the figures. Some 
measures were taken, but they were 
not as sweeping as full faith in the 
analysis provided by the computers 
would have called for. 

However, it is quite clear today that 
recession 7s more severe than that o! 
53-54, that the analysis given by the 
Census Bureau’s computers was, in 
other words, far more reliable than 
that provided by many of the govern- 
ment’s leading economists. 

It’s a far cry from an analysis of the 
multitude of figures that represent the 
most significant factors and trends in 
an entire nation’s economy, and analy- 
sis of the particular influences affecting 
one business. Yet there is a parallel. 
Through sales reports, inventory levels, 
rate of payment by creditors, market 
tests, most companies have a wide 
range of information on which to base 
their future plans. The difficulty lies in 
the fact that under conventional meth- 
ods of analysis, very often it takes so 
long before all information is corre- 
lated into some kind of meaningful 
picture, that the entire situation may 
have changed, by the time the picture 


«+. Which a smaller concern 


JUNE 1958 


cannot. However, here, the machine 


tage over larger competitors 


is clear on the one hand, or the com- 
pany may have gone full steam ahead 
with some effort that the analysis wil! 
show to be unwise, on the other. 

Any seasonal industry will offer a 
perfect example. Suppose several dif- 
ferent items are made. If the company 
is producing one that is not going well, 
it may have a large overstock on its 
hands before complete analysis of its 
figures shows what is happening. Un- 
der faster analysis, it can cut back 
production on the slow item, and put 
extra sales effort behind it to reduce 
the inventory that has accumulated. Jt 
will not be caught short at season’s end 
with a large amount of capital, invested 
in a product which it cannot unload. 

Thus, two basic situations exist in 
which small firms may be short-sightea 
to repudiate the whole idea of any 
level of automation on the grounds 
that it is appropriate only for large 
corporations. 

If the company has to deal with 
thousands of “bits” of individual in 
formation. 

If the company has to reconcile 
many varying streams of information, 
each of which involves many different 
figures, for day-to-day operating in- 


(To page 48) 


ean produce a variety of products 
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Dramatic C.1-T. building adds 


to office boom in New York 
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Exterior of building is first to be completely faced with black granite 


Large, comfortable executive reception area opens into officers’ suites 
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impetus 


Luxurious quarters of fi 
nancial institution add to city’s 
“new look’ — 


by Frederick Vogel 


TYPICAL of the many firms which 
line its thoroughfares, Manhattan, too, 
is experiencing a new vitality through 
expansion. 

This is particularly true in those 


midtown areas formerly reserved for | 


the smart shops and_ palatial apart 
ment-hotels for which the city has be 
come justly famous. Branch offices of 
New York banks and _ investment 
houses, at one time the exclusive prop- 
erties of the southernmost tip of the 
island, are stationed all around the 
town. Likewise, sections of upper 
Park and Madison Avenues have been 
transformed from residential areas to 
the executive headquarters of many of 
the nation’s leading companies. 
Sharing in this revitalization pro 
gram is the new executive office of 
C.I.T. Financial Corporation, now lo 
cated in its own 8-story building on 
Madison Avenue, completed last Fat: 
during the company’s fiftieth anniver- 
sary. C.I.T.’s 800 employees now head- 
quartered in the new building enjoy 
one of the most up-to-the-minute 
working quarters in the entire city. 


The company occupies all of the build: | 


ing, save for street level branch offices 
of a bank and investment house. 
The building’s facade of black grav- 
ite and’ stainless steel reflects, in its 
display of solid, enduring and func 
tional materials, the spirit of the com- 
pany it houses. Granite. was chosen 
because of its natural beauty and be 
cause it is self-cleaning and virtually 
indestructible. Individual slabs, which 
comprise 45,000 square feet of surface, 
are anchored to the building’s frame 
work, with joints between them tightly 
sealed by frames of stainless steel. Al 
ternating with these two materials is 
the green-tinted glass of the windows. 
The building is the first major struc 
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color treatment 


Modern employees’ dining room seats 250 persons, offers low-budget meals 


e table dominates large 


Bow-shaped Macassar ebony conference 


Auditorium seats 200 persons 


ture ever completely faced with pol: 
ished black granite. 


Adding to the beauty of the new 
building is an unusual arrangement of 
setbacks. First of these—about eight 
feet in depth—is located at the first 
floor above street level. It is decorated 
with a natural planting of ilex bushes 
and ivy plants, adding a softness and 
natural beauty, only a little above eye 
level, to the solidity of the remainder 
of the structure. This planting can be 
illuminated at night. A second  set- 
back, on the eighth floor, features ad- 
ditional natural plantings. 

The entrance to the building is dom- 
inated by a huge, curved slab of white 
Arabescoto marble and a large emblem 
of the firm’s initials set in stainless 
steel and granite. Reception facilities 
for all visitors are located in the main 
lobby. Six automatic passenger eleva- 
tors, and two service elevators, serve 
all floors. 

Employee facilities are housed on 
the second floor. Here, the employees’ 
dining room, seating 250 persons, 
smaller dining areas for executives and 
their guests and for special executive 
luncheon conferences, and the employ- 
ees’ lounge add touches of relaxation 
to the interior. The employees’ dining 
room is served by a modern kitchen; 
adjoining this room, and_ separated 
from it by a partition that can be 
folded back to merge the two rooms, 
is the lounge. Included in this large, 
cheery room are facilities for radio and 
television and a circulating library un 
der the direction of a full-time libra 
rian. A game room lies adjacent 
the lounge, featuring equipment for 
card games, checkers, chess and sim 
ilar activities. A hobby room affords 
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How a change in purchase order form 


simplified inventory control 


Drug company uses special 
carbon-interleaved form to re- 
duce system to one-writing op- 
eration— 


A WHOLESALE drug company faces 
an unusual inventory problem in that 
many of the items in its inventory 
must always be fresh; it is impossible 
to accumulate or order large stocks 
of serum, for instance, because it can- 
not be kept over a long period of time. 
But a great number of different items 
must be kept, and they must always 
be available. Frequent orders of small 
quantities of the drugs that are perish- 
able are necessary to keep inventory 
adequate, and yet not risk spoilage. 

This was the situation faced by the 
Kay Wholesale Drug Co., of Wilkes- 
Barre, Pa. To meet the particular con 
ditions existing in relation to items 
which had to be in fresh condition, 
the company authorized stock clerks 
to reorder these particular drugs on 
their own initiative whenever supplies 
fell below the established minimum 
inventory level. Such delegation of 
authority to the stock clerks not only 
saved management time but also in- 
sured the minimum number of steps 
between a stock item approaching 
minimum inventory level, and a pur- 
chase order going out to replenish the 
stock. 

Yet under the conventional purchase 
order system, time was still lost in 
the whole process. Stock clerks were 
involved in a certain amount of paper- 
Work in addition to their primary 
duties; the very human tendency was 
to delay reorders until a batch of pur- 
chase orders had to be made out. More- 
over, the procedures for checkin: 
quantities of incoming orders in the 
receiving department were not as tight 
as possible; errors crept into the sys- 
tem. 

The solution to the problem was a 
simple three-part _carbon-interleaved 
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form, which reduced the whole pur- 
chase order system for small quantity 
items to a one-writing procedure, and 
which could be used in addition as a 
request for quotation. The form, de- 
signed by the Baltimore Business 
Forms Co., is easy to complete, and 
incorporates an order copy for the 
drug company, a checking copy for 
its receiving department, and the pur 
chase order itself for the vendor. Since 
the reverse of the vendor’s order 
(printed on heavy cardboard) carries 


a return address for Kay, and space 
for the vendor’s name and address. 
the purchase order is also a self-mailer. 
The entire form can be filled in by 
hand. 

A simple checkbox on the form in- 
dicates whether it is being sent as a 
purchase order or merely as a request 
for quotation. 

When used as a purchase order, the 
original of the three-part form is kept 
as a company record; the second sheet 


(To page 74) 


New form includes order copy for company; checking copy for its Receiving 
Department; purchase order for vendor, and (bottom) self-mailing feature 
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Personnel has adapted itself to “luring” qualified workers to company . 


Clerical personnel pool swelled by 
June high school graduates 


Many changes in personnel selection and training may be 
called for in clerical labor market that will be growing 
from now on as size of graduating groups increases— 


SOMETIME this month, at varying 
dates in varying regions, a million and 
a half high school seniors will sin; 
their school song for the last time, in- 
scribe their names in each other’s Year- 
books, listen with individual degrees 
of sentiment, attentiveness, or restless- 
ness to valedictorian, and graduation 
speaker. 

And then a definite era in their lives 
will be over. For some the change will 
be relatively slight; if past statistics are 
still valid in today’s changing econom- 
ic situation approximately 42 per 
cent of the graduates will become full- 
time college students. Another eight 
per cent will enter college on a part- 
time basis. 

Allowing for the incidence of high 
school marriages, or marriages immed- 
iately after high school, some other 
percentage will probably be housewives 
and mothers before they are twenty. 
But by any reasonable estimate, some- 
where between 500,000 and 750,000 
high school students, male and female. 
should be entering the labor market 
within the next month. These, unlike 
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their colleagues going to college, will 
be entering the “cold, cruel world” 
that the college undergraduates, with 
luck, will postpone for another four 
years. 

A great many of the number, of 
course, will be going into industria! 
work. A certain number in rural areas 
will pick up duties on the family farm. 
Others will seek work in shops and 
the service industries. But a substantial 
percentage — perhaps among high 
school graduates, the largest single 
group—will head for jobs in the na. 
tion’s offices. 

They face a very different situation 
this year than did the graduating 
class of 1957. Although actual release 
of employees in the clerical fields has 
been practically nil as compared with 
factory layoffs, the rate of expansion 
among clerical staffs has definitely 
slowed. Moreover, some companies 
particularly in hard-hit heavy industries 
—and paradoxically, some labor unions 
—have begun to let clerical workers go. 
And turnover rates are definitely fall- 
ing in most offices as workers decide 


to hold on to the job they have, rather 
than take a chance on a new company 

This means that several hundred 
thousand workers will be turned out 
on what is for the moment a fairly 
static market within the next few 
weeks. Moreover, in some instances, 
at least, these untrained workers will 
be competing for available jobs with 
experienced office workers released bv 
contracting industrial firms. Already 
some of the large insurance companies 
and banks that have been open mar- 
kets for all the qualified clerical work- 
ers, with or without experience, that 
they could find, have lessened thei: 
demands on the high schools because 
of a rising incidence of experienced 
workers coming in from contracting 
offices, and a lessened turnover rate 
in their own organizations. 

This means, from the viewpoint of 
some smaller organizations that have 
had trouble tapping the high school 
market for years because the cream 
of the crop was usually taken by larger 
organizations with organized recrult- 
ment campaigns in high schools, that 
this June marks the best time in years 
to gain well-qualified young recruits 
fresh from school. And even though 
demand is lessening, and some offices 
are actually reducing staff, a great 
number of offices, both large and 
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... now it’s facing a situation where it may be able to pick and choose 


small, still do have vacancies to be 
filled, particularly in the lower clericai 
levels, where experience is not a prime 
factor. 

And these, of course, are the logical 
levels for the average high school grad- 
uate, who may have had some clerical 
training in her years at school but 
whose actual work experience is in 
most cases either non-existent, or so 
spotty as to be almost useless. 

But it does pose some new problems 
for the employment office of the small 
company. It may have its pick and 
choice of qualified applicants for the 
first time in a long while, may have 
the option of choosing between several 
likely contenders, rather than merely 
taking the best candidate it can find 
and keeping its fingers crossed. 

In the first place, the company that 
has been “in the business” of recruit- 
ing high school graduates for years 
has usually worked out a fairly sys- 
tematized plan of absorbing them intu 
the company, of offering them as much 
training as they wish to take withir: 
the company, and of moving them on 
up to higher echelons in terms of their 
in<ompany training and progress in 
their own jobs. They all usually star: 
at the very bottom of the ladder. 

Now obviously, a small company, 
which has never had a consistent policy 
of high school recruitment, canno: 
offer any such program as this. But 
ifit has in the past been dealing with 
highturnover, low quality clerical 
workers, it might pay it at least to be- 
gin to think about some planned, even 
if informal, program of training within 
business if it finds that this year it has 
ahigher incidence of good prospective 
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employees than it has had in the past. 
It can pick and choose among appl:- 
cants a little more than it has in th. 
past, but, unless business conditions 
become severely depressed, it is not 
going to solve its turnover problems 
by putting high-powered people in low 
level jobs, and giving them no rea! 
chance of advancing from those jobs. 


Apprenticeship training is given 


On the other hand, it now has the 
chance of getting good people even 
at its beginning clerical levels. By 
keeping open some channels of ad- 
vancement from those levels, keeping 
those people with the company for 
some time, it not only meets its im 
mediate low-level worker problem; 
it also begins training people for re- 
placements at the high-level employee 
and supervisory level. 

In a small company, which has 
neither time nor facilities for formal 
training plans, such a program could 
be extremely simple. A word from 
supervisors suggesting that the new 
workers be given more responsible 
duties periodically than were ever 
trusted to their less interested prede- 
cessors would be a start. The instruc- 
tion given by the supervisors before 
each such additional job was tried, and 
the evaluation by the supervisor of the 
way it was performed afterwards could 
form the rudiment of an effective if 
simple training program, if the ad 
ditional duties themselves were selected 
according to some organized overall 
training plan. This is apprenticeship 
training, but the most elaborate man- 
agement development programs usuall; 


have just such apprenticeship training 
as a core, 

There is another factor that should 
be considered by the office that is ser- 
iously recruiting recent high schoo! 
graduates as workers for the first time. 
The alarm over the state of American 
public education is not entirely justi- 
fied, but a great many of the com- 
panies that recruit a large number of 
clerical workers on a_ regular basis 
straight from the high schools, even 
though they are getting the more am- 
bitious of the group not moving on to 
college, have found that courses ia 
English and other subjects may be 
valuable. The smaller concern could 
gain the same ends by offering to pay 
part of an employee's tuition for any 
course taken at night which could be 
shown to have application to his work 
for the company. 

Even though the average personnel 
ofhice, facing for the first time in years 
an overage of applicants rather than a 
few disinterested wanderers who ob- 
viously aren’t going to set any record 
for either diligence or success, is apt to 
follow the very human tendency to 
try to get the most for the company’s 
money, some thought should be given 
to matching the limitations of the job 
opening to the ability of the individual. 
If the job that is open is of a purely 
routine nature, and doesn’t really fur- 
nish much chance or real background 
for advancement, even with all the 
changes in general policy that the com 
pany might be prepared to make, there 
isn’t much point in hiring a_ highly 
intelligent, obviously ambitious worker 
for the job simply because he or she 
happens to be available. The employee 
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Placing high-powered personnel in routine jobs should be avoided 


won't be satisfied, and most of his 
drive will be devoted to finding an- 
other job as quickly as possible. If the 
employer can’t honestly see how the 
job can be made stimulating, he 
shouldn’t hire a person who enjoys 
working under a challenge, and who 
is going to do his best work on a really 
demanding job. An intelligence level 
equal to the demands of the job, ani 
some obvious willingness to give a 
fair day’s work, are the best possible 
qualities for the routine job, if it can- 
not logically lead to anything else. 

This may seem to be laboring an 
obvious point, but, if an office has been 
recruiting most of its workers from 
experienced people for the past few 
years, it may not be so obvious after 
all. Experienced workers more or less 
segregate themselves as far as job cate- 
gories are concerned; the more intel- 
ligent and ambitious worker is not in- 
terested in a routine job, and usually 
won't apply for one, even if she hap- 
pens to be in the job market at the 
moment. And this in itself has been 
unusual. Applicants for the lower-level 
jobs have not, as a general rule, been 
too high-powered for the jobs; the trou- 
ble has been in the other direction: 
applicants not qualified for fairly de- 
manding jobs have applied for them 
because they commanded better salaries, 
even though the applicants themselves 
would be happier and a great deal more 
effective in routine work. 

Sut new workers without any ex 
perience, are apt to be considerably 
less sophisticated. Even the dullest, 
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least demanding job may look good at 
an employment interview to a young- 
ster fresh out of school. Yet the wise 
interviewer will restrain his natural 
tendency to get the very best person 
he can for every niche in the office 
structure, unless that structure is small 
enough and flexible enough so tha 
each job does offer promotion pos- 
sibilities. 

The boom-born theory that a high 
rate of turnover in the lower clericat 
levels was inevitable has left its marks 
on personnel practices; many offices 
have been content—in a time of per- 
sonnel shortage have had to be con- 
tent—with hiring workers who coulJ 
do the job without too much regard 
as to whether the persons selected 
would be good long-term workers for 
the company. In many instances offices 
have arbitrarily simplified and segre- 
gated routine jobs so that they could 
be handled by low level, low output 
personnel. 

But now the reasons for such adapta- 
tions to a personnel shortage are 
changing. The recession alone is noi 
the cause, although it is the immediate 
precipitating factor. Even if the reces- 
sion were to end tomorrow, and a 
reasonable level of full employmen 
were to be regained, the economy 
would have to expand its demand fo: 
workers at a much faster rate than 
new workers come on the market in 
order to create the clerical vacuum 
that we have seen during the recent 
post-war years. 

That wouldn't be an_ impossible 
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situation except for the fact that one 
of the reasons for the great shortage 
of clerical workers during the postwar 
years has been the fact that the birth 
rate was low during the years following 
1929, and did not start rising sharply 
again until the immediate _ post-wai 
years. Thus, according to U. S. De. 
partment of Education figures, in the 
year 1940 there were 7,130,000 high 
school students in the entire country 
in both public and private schools, and 
in 1950, ten years later, the absolute 
number of high school students was 
lower—6,4 35,000. It was not until 195: 
that the number of students enrolled 
in all the nation’s high schools passed 
the 1940 figure. It reached 7,279,000, 
an increase of a mere 149,000 over the 
high school population fifteen years 
earlier, and the first faint reflection of 
the beginning rise in the birth rate 
during the !ate thirties and early forties. 


High school population rises 


But from 1955 on, the high school 
population began to rise. In °56, it was 
nearly 170,000 higher than in 55; in 
"57 it rose 277,000 above the ’56 figure. 
(1957 figures and figures for this and 
future years are Department of Educa- 
tion projections as of February, 1957.) 
This year, an estimated 8,424,000 stu: 
dents are enrolled in high schools— 
an increase of 624,000 students ove: 


last year. 

Next year the population is expected 
to rise another 455,000. And by 1960, 
an estimated 9,227,000 high school stu- 
dents will be enrolled. 

Now, of course, the great increase 19 
enrollment is coming in the lower 
grades as more students born in the 
years of the rising birth rate pour into 
the nation’s high schools from ele 
mentary school. But in high school 
terms we are dealing with only a four 
year time span. Thus, this is the last 
year in which graduating groups will 
be of approximately the same small 
size we have been used to in the im 
mediate past. By June of 1959, the first 
significant rise in high school enroll } 
ment recorded in 1955 will be regis: 
tered in an increase in the size o 
graduating classes. And from that point 
on, successive graduating classes wii 
outnumber their predecessors by the 
hundreds of thousands each year. 


So, in any event, even if we shoul: 
return to the conditions of boomin ; 
expansion, the labor force will be 1 
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Is indoctrination of your new personnel 
as scientific as their selection? 


Thoroughly planned selection routines are necessary to — 8° long ago was a routine proce: 


get the right people, but equally well-planned follow-up 


Director of Tabulating Systems, Faberge Perfumes, New York 


IT IS generally conceded by almost 
anyone who has given any thought to 


dure, is now pretty much of an art. 
The wisdom of careful selection is 


traning and indoctrination programs are also vital— obvious. All too often, however, pro- 
gressive firms that are fully aware ol 
y aymonc reylac the need for proper selection are not 
by R 1 Dreyfack I 1 for pro l 

correspondingly sensitive to the impor- 
Elaborate application forms and _ tests tance of “on-the-job follow-up” once 

have been set up for the purpose of the prospect is put on the payroll. 
determining qualifications and produc- Follow-up, especially during — the 


the matter that the single factor con- 
tributing most to the success or failure 
of a business is the people employed 
there. Management, strongly aware of 
this fact, has gone to great lengths to 
carefully screen prospective employees. 
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Prompt introduction of new employee to co-werkers is important in establishing good working relations 
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It is essential that supervisors take time to outline procedures completely 


first months of employment, should 
hold at least as vital a spot in the 
personnel picture as the original hiring 
process. During this time the new 
employee will meet his co-workers, his 
superiors, his work. He will make 
certain judgments and arrive at cer- 
tain conclusions. These initial reac- 
tions will influence the quality of his 
work, thinking and attitude for months 
to come. 

Quite often, however, an organiza 
tion is set up in such a way that new 
employees, intelligently hired by Per- 
sonnel, are then turned over to their 
newly assigned job and _ forgotten. 
From this point on it is painfully easy 
to cancel out the advantages attained 
as a result of the good selection proce- 
dure. 

For example, in a busy office a new 
employee may be brought in by the 
personnel man, introduced to his new 
supervisor, then left on his own. Pos- 
sibly the supervisor is “tied up” at the 
moment, as supervisors so often are. 
In this event he might do one of two 
things: a) ask the new man to wait 
around a few minutes, which could 
easily stretch into a much longer peri- 
od, or b) introduce him hastily to 
another worker with the instruction to 
“. . . watch Joe. He'll give you an 
idea of what we're doing.” 

Now, obviously, neither of these 
methods is practical. In the first place, 
receiving no definite assignment, the 
new employee will feel ill at ease, un- 
settled, like a third thumb. Also, he'll 
probably feel slighted. Having recent 


ly gone through an elaborate routine ° 


in the front office which led to his 
employment he'll feel let down. His 
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pride will be injured, his feeling of 
importance diminished. He won't rea- 
son this out consciously, but in his 
subconscious the seeds of resentment 
will be planted. His new boss will 
already have a mark against him. 
Orientation is vital 

Point number one then is that when 
a new employee is hired the supervisor 
must be ready to receive him. A time 
schedule should be prepared in ad- 
vance, to account for his actions from 
the moment he starts on the job. This 
makes good economic sense. It is also 
common courtesy. Granted, during his 
preliminary indoctrination period the 
new employee’s value from a_produc- 
tive standpoint may be nil. But the 
sooner he is oriented the sooner he 
will start paying for his keep—and the 
happier he will be if the evaluation 
experts knew what they were doing 
when they hired him. 

Approximately half of our waking 
weekday life is spent on the job. It 
makes good sense to utilize this time 
as pleasantly and harmoniously as _ pos- 
sible. The term, “happy family,” as 
applied to the office, may sound a little 
corny, but it really pays off. When peo- 
ple are friendly and comfortable with 
one another they're bound to work 
more smoothly and intelligently. Job 
know-how and cooperation are easier 
to attain. 

Changing to a new job, or embark- 
ing upon a career, are major changes 
in a person’s life. The first weeks in 
a new office can produce in many of 
us, according to our varying sensitiv- 
ities, tensions, fears and self conscious- 
ness we do not normally feel. This is 


p+ acularly true of women, who often 


h: e an even more difficult period of|/ 


adjustment than men. Their personal 
problems are usually more compli. 
cated, and often more tact is necessary 
in dealing with them. 


A warm and polite introduction of 
a new employee to his co-workers will 
help to alleviate these initial tensions. 
It will win gratitude and respect. It 
will be a first step in placing the new 
employee on the side of the supervisor 
and company. 

Job attitude determines job preform. 
ance. A_ serious, intelligent outlook 
should be encouraged from the start, 
A new employee should be informed 
exactly how his particular duties will 
fit into the overall pattern of the busi- 
ness. A person who does his work in 
a purely mechanical way, without in- 
terest as to what happens to the figures 
or report after his part is done, is not 
likely to be a great asset to the organ- 
ization. 

Curiousity is a healthy human at- 
tribute. It should be fostered and te- 
spected by management. Encourage 
questions and answer thein honestly. 
Discuss, within the dictates of policy, 
the aims and directions of the organ- 
ization. This will give the new em- 
ployee the sense of belonging that is 
so important to all of us. It will flatter 
him, and give him the desire to take 
an active part in the proceedings. 

Also, from the very outset it is im- 
portant for the supervisor to warily 
feei his way with the person who 1s 
being broken into a new job. Make 
sure he is not being overloaded with 
more detail than he can handle. It’s 
easy to take for granted information 
that is common knowledge throughout 
the office, but foreign to the inductee. 
It is equally important to make sure 
the new man is not given a routine 
assignment that is far beneath his ca- 
pacities, and kept at the boring job for 
an undue length of time. This could 
have the effect of dulling the appetite 
he might have had upon entering the 
department. Some people thrive on 
routine; others loathe it. Each type of 
person, in his own right, can be a val- 
uable asset, but it is management's re 
sponsibility to distinguish between the 
two categories and assign them accord: 
ingly. 

Vital to any office operation is sim 


plicity. Right from the start the duties | 


and responsibilities of the employee 
must be clearly described. Each step 
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Emphasis on “selling” methods-planning to the company 
will never accomplish as much as dollars-and-cents proof 
of the savings achieved by methods improvement— 


by Charles Saunders-White and David R. Bywaters 


Lawren:e-Leiter and Co., Management Consultants, Kansas City, Mo. 


COMPANIES which have a methods 
department or a methods group or a 
methods man, whose principal duties 
ae to engage in clerical systems im 
provement and forms design, can be 
roughly divided into two groups. 

The first of these groups will con- 
uin those companies which regard 
methods work as an integral part of 
‘enlightened management.” These 
companies are the ones in which top 
management is aware of the importance 
of continuing clerical systems improve- 
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ment and has staffed its organization 
with highly qualified and competent 
personnel. Top management in these 
companies is fully aware of what this 
professional staff is doing and how it 
does it. Management is fully aware also 
of what this staff is contributing to the 
profit picture of the enterprise. It is 
from this group of companies, largely, 
that the examples of clerical systems 
improvements originate which make 
such interesting and informative read- 
ing in professional publications. 

The second of these groups will 
contain those companies which regard 
a clerical systems and procedures staff 
ot whatever size they may possess as 
a necessary evil, as Overhead with a 
capital “O”. This group of companies 
invariably considers all or most of the 
clerical systems and procedures group 
a among the personnel most expend- 
able in any recession or cost-reduction 
program. The methods man, in this 
group of companies, is tolerated as 
long as business is good because some- 
body has to write procedures and 
somebody has to design forms, and also 
because of a suspicion or even a con- 
‘ition that forms with proper spacing 
on them are better than scratch paper 
and because procedures should be writ- 
ten as an insurance factor. After all, 
"You never can tell when key person- 
nel are going to be hit by trucks, or 
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when they may leave to go to work 
for competitors.” But even when the 
attitude of “toleration” is not aggres- 
sively evident, the methods man is all 
too often viewed as the primary builder 
of those paperwork monstrosities for 
which management has so little regard. 

Altogether too many members of 
top management would not for a mo- 
ment harbor the thought that there is 
any real comparison to be drawn be- 
tween the clerical methods man and, 
say, the product engineer. Those in 
top executive positions are quick to 
recognize that, to meet competition, 
one must do research and development 
to improve the product, improve tool- 
ing, production methods and produc- 
tion line layout, find better material, 
and do all sorts of related engineering 
to reduce costs. These executives con- 
cern themselves deeply with manufac 
turing automation, attend seminars and 
read books and articles in periodicals 
to keep abreast of the latest thinking. 
The product engineers on the staff 
who do these tasks, have a recognized 
value and their performance is fairly 
easily measured. To think of the cler 
ical methods man in the same light is a 
laughable thought. 

That it is a laughable thought, and 


rightly so in all too many instances, 


\re methods men responsible for many 
of their own current troubles? 


can largely be laid at the door of the 
methods man. In most of the books 
and articles on the subject of systems 
and procedures, the methods man is 
given a cardinal principle: “He must 
sell his If the methods man 
were to be realistic, he would be aware 
that this selling has become a cardinal 
principle because top management ts 
not interested in systems and procedure 
and clerical detail and cannot reason- 
ably be expected to be. Top manage- 
ment is interested in planning, pro- 
duction and profits. The “tolerating” 
attitude is engendered from a_ sup- 
pressed belief that paperwork and 
paper shuffling are phases of a mon: 
strous conspiracy perpetrated by empire 
builders to hamper production opera- 
tions, frustrate administration policies, 
and confuse sales efforts. The top 
executive tolerates it only to the extent 
he needs asurance that the books will 
be maintained to satisfy the tax col- 
lectors and because he needs reports 
which will tell how he is doing against 
established goals. 

The simple facts are that too many 
clerical methods men have done a good 
selling job in getting themselves estab- 
lished on a company organization 
chart, but they do not justify their 
existence during the passage of time. 
Having first sold management on the 
need for their services they concern 
themselves with their organizational 
position, their authority and respon- 
sibility, their need to cross depart- 
mental lines, their staff and_profes- 
sional status, all of which, while neces- 
sary, is not often justified by the re- 
sults they obtain. 
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To avoid repeated selling, the meth- 
ods man must realize that top manage- 
ment is more interested in solving 
problems of production and scheduling, 
sales and finance—with little interest 
in or knowledge of, or time to devote 
to procedural details even if procedural 
details were understood. Having es- 
tablished himself in the organization, 
the head of a clerical methods group 
must do more than bask in the security 
of his status. He must do more than 
devote his activities to the fulfillment 
of needs brought to his attention, de- 


sign new forms upon request, and re- 
vise existing procedures upon demand. 
Particularly, he must do more than 
secure himself in his position by being 
a “good fellow” in not suggesting 
changes that might imply criticism to 
a department manager who has been 
engaged in performing in a certain 
fashion for years. 

All too many clerical methods groups 
do not perform effectively in the area 
of additional contributions beyond the 
scope of identified needs. They have 
established their status, coated them 


selves with a protective covering, ¢¢ 
mented relationships among all depart 
ment heads, and continue now to coax 
along for an indefinite period doing 
what comes to them naturally untij 
someone raises his voice with the Susp 
cion that clerical costs are too high. 
When this happens, the systems and 
procedures group will start frantic ac. 
tivity in an endeavor to find ways and 
means of reducing clerical costs so tha 
the proverbial “monkey” will not be 
on their backs. Many conferences ensue 
with the operating department man. 


METHODS DEPARTMENT 
OPERATING STATEMENT 


January 1, 1957-December 31, 1957 


Budgeted Actual 
Income 
Billing Department—Punched-card 
DIMES eran a mien ins ice mass os $7,000 $8,845 
Personnel Department—Procedure Study... . 6,000 4,992 
Inventory Control Analysis............... 2,500 2,452 
Pricing System Study.................... 2,700 Postponed 
Purchase Order Receiving System......... Not Budgeted 2,913 
MII. 5 cosine bea Tiida Hacc $18,200 $19,202 
Expenses 
NE PE POE $20,000 $19,760 
NINN. 50 jarshstois 0 riS ain Sap ci ws 7,000 6,210 
Overhead Burden (20% of Salaries)........ 5,400 5,194 
DRE, ooo a livciasaeac $32,400 $31,164 
Less 50% which is to be a direct overhead 
IN sistas Seale sarin ye velco sh ce afm 16,200 15,582 
Expense Applied to Above Cost Center 
ON A Re org 16,200 $15,582 
Profit from Operations................... $2,000 $3,620 
Percent Return on Investment............. 12.3% 23.2% 


Exhibit 1. This is a sample operating statement for the Methods Department 
Cost Center. Note that management has decided that 50 per cent of the op- 
erating expenses are to be applied against overhead as this is the estimated pro- 
portion of operations spent on activities outlined in “Area 1” in the text. 
(Refer to Exhibit Two to see how the “Income” figures are determined.) 


BILLING DEPARTMENT—PUNCHED-CARD 
INSTALLATION DETAIL 


OUT-OF-POCKET COSTS PER YEAR 
FOR YEARS 1958 THOUGH 1962 


Punched- 

Old Method Card System 
ee OT OCT CTT Ee ee Tee $15,000 $6,000 
Overhead Burden on Above (20%)... ............... 3,000 1,200 
Equipment Depreciation—Rental................... 4 500 10,500 
SIRI ooo os, foc trace vera vag cbeasane eset 500 
ee See ee ee 1,600 800 

$20,600 $18,500 
Savings Due to Punched-card System................. $2,100 per year 
Present Value of $2,100 Per Year Saving for Five 
NRE hc foto tcal oe 3a aha Be Spd wk Akoobid ioe ee ok $8,845 


Exhibit 2. This is a sample detail of a cost reduction study. Management has 
set a period of five years to write off savings and six per cent as an appropriate 
interest rate. All savings are figured at their “present value” even though 
they will be realized partially each year for the next five years. 
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agers, who have the clerical help, 
stating firmly and finally that they are 
working with the minimum numbe 
of people under present procedures, 
that the procedures are good and have 
been for years, and that it really isn’t 
clerical costs which are the trouble 
but rather the staff departments which 
create so much overhead. Then top 
management, not knowing about cler- 
ical systems and procedures, tends to 
agree and the methods men, so long 
in the saddle, now get the boot. 


Why not profit statements? thor 
There is no reason why this should} chec 
be so. The systems and procedures} mar 
group, in any company, could be re} ord 
garded as a cost center, treated as such, tral 
and be subject to the preparation of aj rep 
profit and loss statement at the endj - 
of every year—thus demonstrating its 
money value to the enterprise. There 
are no great problems in connection 
with doing this. 

The systems and procedure group 
in any company is responsible for two 
principal functions. These are: 

1. The development of forms and 
systems and procedures which are 
mandatory to the systems groups a3] 
the result of the requirements given t0| 
them by higher authority, resulting 
from the acquisition of new plants of 
branches or product lines and the like. 
These are the areas where the systems 
department has no control over the | 
basic requirements other than to prt | 
pare systems, procedures and forms de | 
signed to do the best possible job to 
meet the requirements outlined. This 
is the area where methods personnel 
are truly and properly an overhead ¢ | 
pense but where, nevertheless, they ca | 
be immensely valuable to the compa | 
in doing a really thorough job of de 
vising the best possible system to a 
complish the objective. 

2. The other main function of 4 
system and procedures group is 
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INSTALLATION next month of a 
Burroughs 205 electronic computing 
ystem will mark the entry of the 158- 
year-old Boston Naval Shipyard into 
anew era of electronic data processing. 

The system, produced by the Electro- 
Data Division of Burroughs Corp., 
weighs approximately three tons and 
costs around $250,000. Shipyard off- 
cial, however, have estimated that 
they expect sufficient savings to be 
realized in the first 24 months of com- 
puter operation to equal installation 
and operation costs. 

First assignment for the Burroughs 
205 will be automatic preparation of 
thousands of weekly employee pay- 
checks. Later, the system will prepare 
management reports, accumulate joo 
order costs, forecast workloads, cen- 
tralize work scheduling and deficiency 
reports, and control inventories. 

According to officials, the comput- 
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ing system will enable the shipyard 
to expand its workload without ma- 
terially increasing clerical forces. The 
scope of applications for the system 
they add, “is almost limitless.” Engi- 
neering and scientific computations 
eventually will supplement the initial 
accounting work. 

The shipyard’s computer will op- 
erate at speeds of 30,000 additions and 
subtractions each minute, and approxi- 
mately 36 million digits of information 
will be fed electronically in its mag- 
netic tape storage system—the equiva- 
lent of 450,000 punched cards. 

The system will be shipped to Bos- 
ton from the Division’s offices in Pasa- 
dena, Calif. 


New system handles punched cards 


A new system, devised by VISI- 
record, Inc., Copiague, N. Y., has beei: 
designed to locate punched cards in a 


Right and lefthand sections of new VISIrecord filing unit houses specially-notched IBM punched cards 


. 


22, AUTOMATION | 


IN THE OFFICE 


Shipyard installs Burroughs 205; 
VISIrecord develops new filing system 


matter of seconds for feeding into In- 
ternational Business Machines equip 
ment. Using  specially-notched cards 
manufactured by IBM, the new filing 
system will enhance clerical efficiency 
and reduce machine waiting time, ac 
cording to the company. 

The system employs open-tub hous- 
ing units, filled with banks of cards. 
Within each bank, cards are offset 
horizontally so that a %-inch margin, 
on which the card number or name is 
printed, is instantly visible for ease in 
scanning or selection. The operator 
flicks open the proper bank and ex- 
tracts the proper card. Use of this sys- 
tem, VISIrecord continues, will allow 
for location of any one of 16,500 
punched data processing cards in three 
seconds. 

Cards, however, must be specially 
notched at the bottom so they can be 
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A Filing cabinet 

“Multi-File” permits 4 letter- or legal- 
size drawers in the space normally re- 
quired by 3; 5 in the space for 4, (as 
indicated in photo); or 6 in a space 
3') in. higher than standard 5-drawer 
cabinets. Art Metal Construction Co., 


Jamestown, N.Y. (A-1) 


V Auto-typist’ machine 

The new 50-paragraph Selector Auto- 
typist, Model 5650, features a cabinet 
with dimensions of 30 x 33 x 38 in. 


Total line capacity of the record roll 
is 250, or a total of 17,500 characters. 
Combinations of paragraph lengths can 
be utilized up to 250 lines. American 
Automatic Typewriter Co., 2323 N. 


Pulaski Rd., Chicago 39. (A-2) 


16 


New 
for the office 


V Typewriter 

The Graphika, according to the com- 
pany, is the world’s first manual type- 
writer with proportional spacing fea- 


tures, giving each letter the amount 
of space appropriate to its shape. Space 
bar comes in 2 sections, providing a 
choice of spacing between words. 
Priced at $275, plus $15.13 Federal 
excise tax. Olivetti Corp. of America 


375 Park Ave., New York 22. (A-3) 


V Data punch 

The new Keysort Data Punch punches 
Keysort Cards and imprints data on 
the card face in a simultaneous action. 


It will not function unless both cards 
and Data Punch Plates are inserted 
properly. Data Processing Div., Royal 
McBee Corp., Westchester Ave., Port 
Chester, N. Y. (A-4)} 


A Conveyor-line marker AE 
The “Force Versa-Matic’” (Model ,f The 
ARC), imprints variable data (codes) eat 
dates, symbols, et al) on products a) tion 
they move along conveyor lines. [m} Stand 


pressions are produced in 1-, 21- an} it is ; 
4-in. widths; impressions up to 18 in| 27-40. 
long can be produced when operating! heigh 
on continuous action, up to 13 on re} depth 
turn actions. William A. Force & Co} price 


216 Nichols Ave., Brooklyn 8, N.Y) Park 


(A-5) 
s vs 
V Stapler The ' 
The new “Side Saddle Stapler” staples} sone 


saddle stitches and splices. The thir 
base and anvil allow the machine 


slide into swatches of materials and 
between folds of papers. Standard 


p2-Wa 

staples are used. Retail price is $5.50. ual 

Lansdale Products Corp., Box 58.) Two 
; 


Lansdale, Pa. (A-6) ion 
idea 
V Photocopy pencils ill 


“Fax” pencils are designed to repro 

| 8 

iM I 
‘his 
capa 


duce (or not reproduce) marks ot 
copies of original sheets made by : 
variety of office copying machines 
Reproducing pencils give marks visible | 
on originals and copies; non-reprodut | 
ing. pencils give marks visible on orig 
inals, invisible on copies. The Joseph 
Dixon Crucible Co., Jersey City ae 

2, j 
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A Electric typewriter 

Model ,} The Documentor electric typewriter 
| (codes features 44 keys, including an exclama- 
ducts {tion point and degree symbol key. 
nes. Im} Standard carriage width is 13 in., but 


21/,- anil it is also available in 16-in., 21-in. and 

10 18 jn} 27in. models. Dimensions: 97 in, ir 

perating! height; 19%s in. in width; 15'%4 in. in 

3 on repdepth. Weight is 49 lbs., and it is 

ek Co priced at $420. Underwood Corp., 1 

3, N. ¥.) Park Ave., New York 16. (B-1) 
(A55) 


Y Stencil cutter 
; The “Power-Pac” uses air power to cut 
Staples) stencils, and is designed to fit all Ideal 


Che thir 
ichine 


rials and 


stencil machines. The unit includes a 
Standat’} say, built-in air cylinder, and man- 
is $5.50 ua power is not required in cutting. 
30x 5} Two models, both with identical de- 
*O')sign features, are being marketed. The 
ideal Stencil Machine Co., Belleville, 
Il (B-2) 

to repro-| 


narks on . 
re iV Decimal keyboard 


anchins This decimal keyboard (Model 410), 
es visible (apable of integration into a variety of 
reproduc | 

- on orig: | 

he Joseph ~ 

ry 3, N.]. 
(A-7) 


electrical and electronic systems, con- 
tains 10 decimal and 3 optional-assign- 
ment keys. The unit is priced at $145. 
ElectroData, Div. of Burroughs Corp., 
460 Sierra’ Madre Villa, Pasadena, 


Calif. (B-3) 


V Voltage meter 

This Contourometer — regulator-meter 
is designed for use in copying material 
away from ofhces or factories, where 
current may vary due to inadequate 
wiring or over-loading. It operates on 
AC-DC current, weighs 12 ozs., and 
is priced at $19.85. F. G. Ludwig, Inc., 
103-C Coulter St., Old Saybrook, 
Conn. (B-4) 


F: : 


Vv Typewriter tester 

The Data-Line typewriter tester isolates 
and identifies operating malfunctions 
by automatically operating each key- 


board solenoid electrically in pre-deter- 
mined sequence. Malfunctions are dis- 
covered by comparing printed test rec- 
ords with master records. Hanson- 
Gorrill-Brian, Inc., 85 Hazel St., Glen 
Cove, N. Y. (B-5) 


A Floor maintainer 

The Advance “Convertamatic” can be 
used for high-speed scrubbing or pol- 
ishing operations. The machine is 
equipped with variable speed control 
and twin 13-in. brushes positioned to 
provide a 24-in. swath. Brushes are 
driven by a % H. P. motor. Advance 
Floor Machine Co., 4100 Washington 
Ave. North, Minneapolis 12, Minn. 


(B-6) 


V Collator, booklet maker 

The 4-station JCM Bookleteer is a fully- 
automatic machine that converts flat 
printed sheets into 16-page booklets in 


™, 


a single operation. Features include 
16,000 pickups an hour, capacity to 
produce 3 folds: Booklet, accordion or 
letter. /. Curry Mendes Corp., Canton, 


Mass. (B-7) 


For further information, use 
Readers’ Inquiry Coupon on 
Page 90. 
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San Francisco: Only two clerks are needed for process that formerly required six .. . 


(From page 33) 
formation which it must have quickly. 

When either of these situations ex 
ists, some degree of mechanization is 
usually beneficial. 

It may be very simple, as is the 
case with the Catholic charitable group 
mentioned earlier. The Society for the 
Propagation of the Faith, in the diocese 
of San Francisco, does not really have 
an information consolidation problem 
at all. It does have a processing prob- 
lem. Basically, it operates as a fund 
raising organization for the mission 
system of the Catholic Church, in the 
San Francisco area. (Although the 
Society in international in scope, fund 
riising is carried out on the local level.) 
Five priests comprise a team which, 
singly, visits each of the 233 churches 
in the diocese once a year to appeai 
for contributions to the Society’s work. 
Envelopes are distributed in the pew. 
before the priest’s appeal, collected 
afterwards, 

Contributions are in the form ot 
annual memberships in the Society. 
which cost $1.00, although many 
parishioners, of course, give more than 
this. Perpetual memberships may be 
obtained for $40.00. The membership 
fee includes an annual subscription to 
the Society’s magazine, “Mission.” 

Each Monday, following the appeals 
in five churches of the dioceses, con 
tributions from the parishes visited are 
processed in the local office. Processing 
includes: 

Segregation of renewals from new 
contributions. 

Preparation of individual “thank 
you” letters, 

Preparing of listings of new renewal 
members for forwarding to “Mission.” 

Preparation and mailing of certif- 
cates of membership for each contribu- 
tor, including his name, address, and 
membership expiration date. 

Preparation of payment-due enve- 
lopes for members of the various par- 
ishes who have been participants in 
the Society in the past but who have 
failed to renew their membership the 
preceding day. 

With 750,000 parishioners in the San 
Francisco diocese, this takes on the 
elements of a mass clerical processing 
job, even though it is spread out ove: 
a period of a year. Moreover, fund rais 
ing is an activity where time is always 
of the essence. If contributions are not 


processed quickly and particularly if 
follow-ups are not sent out quickly to 
former members who have failed to 
renew their membership, interest lags, 
and the total of contributions drops. 

The Society’s problem is relatively 
simple. No accounting is involved; con 
tributions are made as free-will offer 
ings. No billing is required; ex-mem- 
bers who have not renewed are simply 
solicited for open contributions. Ye: 
the fact remains that a mass of individ 
ual mailings, each carrying individual 
data, must be made. 


All machine’s abilities not used 


Thus, there are no elements of the 
management decision-making function 
here, but there is a definite clerical 
mass processing function to be per- 
formed. It can be performed by con- 
ventional, manual methods. It was— 
until fairly recently. Six clerks were 
needed—and_ the processing took a 
matter of days. 

Today, the job is being done with 
machines—and two clerks. Even more 
important in terms of a fund raising 
organization, the work is being done 
with a minimum time lag, and overall 
operating costs have been cut. 

The machine that has taken over the 
major share of this basic clerical proc- 
essing job is the IBM Cardatype. The 
Cardatype is not a computer by any 
means, but on the other hand it is a 
machine that is capable of carrying ouc 
far more complex functions than are 
demanded of it by the Society. Never- 
theless, even though operating at less 
than its full range of capabilities, the 
Cardatype has given real savings, both 
in terms of money and time, to the 
organization using it. 

These are the steps, formerly per- 
formed manually, which the Carda- 
type has now assumed. As each con- 
tribution comes in from a new mem- 
ber, a card is punched containing his 
name, address, an alphabetical sort 
code, a city location code, a_ parish 
code, date, and pay code. The cardi 
are then filed by parish. 

As the contributions, sealed in en- 
velopes carrying the donor’s name and 
address come in each Monday, they are 
checked against the standing punched 
cards for the particular parishes con- 
cerned. At this time, cards for new 
members are punched. 

Cards for both new and _ renewal 
members can now be sorted for use as 
required. One sorting prepares a list 


for subscriptions to “Missions,” 
Another addresses thank-you letters 
and prepares individual membershis 
certificates. Cards for former mem. 
bers who have not renewed their sul, 
scriptions are used to prepare payment. 
due envelopes for immediate mailing, 

The Cardatype is used as an ad 
dressing machine throughout _ these 
operations, after the initial sorting. The 
Cardatype consists of two units, 4 
card feeding and reading console, and 
an electric typewriter. As cards are fed 
by the deck into the console, the in- 
formation punched into them is “read” 
by the machine, and printed onto th: 
appropriate certificates, letters, or pay 
ment-due envelopes. 

Since the typewriter is equipped with 
a pin-feed platen for feeding, con. 
tinuous forms can be used for these op- 
erations. A control in the console key 
board directs the movement of the 
forms through the electric typewriter, 
so that both closely typed list on the 
one hand, and intermittently typed 
certificates and envelopes on the other, 
can be prepared from the same dec\ 
of cards. Horizontal perforations on 
the continuous forms make it simple 
to separate them after processing 
Thus, three “runs” with the same deck 
of cards can be used for the magazine 
subscription lists, the membership 
certificates, and the payment due en 
velopes. 

This is by no means an example of 
true automation in action—it repre 
sents a high degree of mechanization: 
there is no element of control of one 
machine by another here, except insofar 
as the console program controls the 
action of the typewriter. But it does 
illustrate the point that a machine 
which is capable of a more involved 
application, can pay off on a_ fairly 
simple application if the clerical proc: 
essing load is heavy enough. The San 
Francisco offices of the Society used te 
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employ six clerks to carry out the work ldesk 


that is now being carried out by two 
with the aid of the Cardatype. Even 
more important than this actual sa\- 
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clerical workers as they left, is the fac 
that total contributions are rising sub 
stantially— a rise attributed by Msgr. 
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Vincent F. McCarthy, arch-diocesat appre 
director, who is in charge of the San enters 


Francisco office of the Society for the 
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creased speed of the follow-up process land ( 


The same relative simple machine- 
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Oklahoma City: Ninety per cent of the steps in invoicing are handled automatically . . . 


ons,” [as compared with an electronic com- 
etters | puter—is being used with equal success 
rshiy | in a much more complicated system 
nem- | by a medium-sized company in Okla 
sub. }homa City, The American Iron & 
nent. | Machine Works, to handle a difficult 
iling. invoicing problem. Invoicing at Amer- 
1 ad. J ican Iron & Machine is complicated 
these | by three factors: its items of equipment 
. The | of a particular type—say, a drill collar 
its, a }—may have one size and price, but 
, and | may be offered in several hundred com- 
e fed | binations of threads. Discounts vary for 
re in- feach product line, and type of cus 
read” | tomer. Last of all, although sales are 
10 th: | made directly to oil well supply com- 
r pay. | panies, rather than drilling contractors, 
the latter sometimes order directly from 
{with |American Iron & Machine, while re- 
con. | questing that their supply company be 


se Op- | billed. 

e key 

of the 

writer, 

on the 
typed 

- other, 


In other words, American Iron & 
Machine faces exactly the situation 
postulated at the beginning of this 
aticle as one of the two in which a 
company is usually justified in at 
tempting either automation, or at least 
avery high degree of mechanization— 
the handling and reconciliation of 
many thousand different “bits” of in- 
formation. Again the problem is one 
of clerical processing, rather than man. 
ayement decision-making. But again, 
imelligent use of a relatively simple 
machine has given the company greater 
seed and efficiency in its processing 
mple of {sequence, has cut down the number 

repre: }ol errors drastically, and has thus gen- 
‘ization; | erally led to much better custome? 
| of one pevie. 

t insolat) Under its former manual system, a 
rols the | ynewritten sales ticket was prepared 


it does ior each incoming order. The ticket 


te j {rowed customer’s name and address, 
volved banant: ae : 
in P quantity and description of each item 
a fairly 2 S eusue : 5 
? )jordered, shipping instructions and cus- 
“4 yroc: |. e . 
Th ‘7 jtomer references. Item prices were then 
e San |). ; 
re looked up in a catalog, and added to 
y used © |ihe - J 
u jthe sales ticket. Next the clerk used a 
the work |, é oche , : . 
_ (desk calculator to multiply item price 


‘Y quantity to get the gross amount. 


e deck 
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simple 
vessing 
re deck 
aAgazine 
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lue en: 


nachine 


tual sav} Alter that, the discount was looked 
replace |"? and subtracted from the gross 
s the fact gure to get the net. This was entered 
sing sub \™ the ticket. Finally net figures for 
by Msgr. items ordered were totalled, and 
diocesan |*PPfopriate taxes and freight charges 
F the San/tmered, 

ty for th: The completed ticket then went to 
o the another clerk, who checked item price 
p proces and discount. Following this step, it 
machine went to still a third worker, who typec 
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an invoice. The invoice was then proof 
read against the sales ticket. 


In order to get sales analysis figures, 
one copy of the completed invoice was 
coded with customer number and item 
number, and then relayed to a card 
punch section, which prepared and 
verified cards for each item on the in- 
voice, and also a card for the totai 
amount of the invoice. The former 
were used for sales analysis, the latter 
for both accounts receivable records, 
and also to prepare monthly customer 
statements. 


Four steps reduced to two 


Thus, four basic manual clericai 
operations had to be completed, each 
of which incorporated a number ot 
steps, in order to prepare an invoice, 
and necessary accounting and sales 
figures for each order. Moreover, in 
spite of constant checking, manual en- 
try and re-entry of so many figures led 
to errors. 


By use of the same machine which 
had proved practicable for the six-clerk 
fund raising organization in San Fran- 
cisco, American Iron & Machine has 
achieved a system whereby go per cent 
of the steps in preparing an invoice 
are carried out automatically, almost 
all verifications are performed me- 
chanically—and therefore accurately— 
and invoices are being sent out one day 
after the order is shipped, a long ad- 
vance over the time required under 
the former system. 


The Cardatype unit at the Okla- 
home City concern boasts some aux- 
iliary equipment not used in the San 
Francisco office. In addition to the 
card feeding and interpreting console, 
and the electric typewriter, it also has 
an auxiliary numerical keyboard as well 
as a card punch and tub file. 


In converting to the new system, 
American Iron & Machine first had 
to punch 3,000 cards—one for each 
item in its stock. Each of these cards 
carried a description of the item, its 
number, its price, and two discour: 
rates. Similar cards were also punched 
for each customer, listing his name and 
address, his customer number, and the 
discount category into which he fell. 
All of these cards are filed in the tub 
file beside the Cardatype. 


Now when an order comes in, a 
clerk first types manually an eighi- 
part sales ticket (the company will pux 


this operation on the Cardatype unit 
in the near future). After order has 
been shipped, two copies of the ticket 
and a copy of the bill of lading are 
returned to the clerk who typed the 
original order ticket. Shipping infor 
mation is filled in on the ticket, and 
both ticket and bill of lading are 
turned over to the Cardatype operator. 

This worker now inserts any ap 
plicable freight charges on the ticket, 
and numbers the invoice. Then, taking 
from the file the customer’s card and 
an item card for each item ordered, 
he places them in the machine along 
with a “total” card. Acting on instruc- 
lions programmed into the console, the 
electric typewriter then automatically 
prints customer’s name, address, and 
code number on a continuous six-part 
invoice. The machine stops, and the 
operator enters manually the variable 
information such as shipping instruc- 
tions, order number, bill of lading 
number, territory code, and sales ticket 
number. Through his auxiliary nu- 
merical keyboard, he then keys in the 
item quantity ordered. From this point 
on, the machine takes over. It prints in 
the quantity entered by the operator 
and then, without further action by 
him, item description, catalog number, 
discount, and net amount for each 
item. It automatically multiplies quan- 
tity by price, calculates proper dis- 
count amount, and subtracts this to 
find the net item amount. 


After all items have been entered 
on the invoice form, the total card 
causes the machine automatically to 
calculate and print the total amount 
of the invoice, excluding freight 
charges. If there are freight charges, 
the operator keys them in manually, 
after which the total prints. 


Simultaneously with the preparation 
of each invoice, the machine also pre- 
pares automatically the same two 
punched card records required as a 
fourth clerical processing step under 
the former system: individual cards for 
each item on each invoice for sales 
analysis; cards for the total amounts 
of each invoice for accounts receivable 
records and monthly statements. 


In this example, still using a rela- 
tively simple machine, we see a closer 
approach to automation, in one mean- 
ing of the concept. Automation implies 
a machine or group of machines carry- 
ing forward a series of sequential op- 
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A Monthly Feature 


Tools of | ae) 
the Office ee 
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ATTEMPTS to reduce the volume of panies expanding operations, one may 
mail handled in today’s offices are, in assume that the average firm’s mail- 
the face of ever-increasing paperwork — room will be burdened with more and 

! problems, almost inevitably doomed to — more pieces of mail to process. 
ee ak failure. Improvement of the physical Thus, a very definite distinction exist; 
ee: handling of mail is greatly restricted between the amount of communica- 
es by the nature of the mail itself. There tion that goes on in modern business 
eee is little that can be done to reduce the = and_ the physical volume of mail 
7 oe. size or weight of letters, packages and needed to handle it. This fact results 
on i other materials which are handled by from the increasing use of communi- 
one the mailroom. Also, with many com- cations methods apart from written 


Addressing and mailroom equipment cover a broad selection of units, each of 
which the well-furnished office requires. Some of these are, upper column, 
left to right, a collator (from Thomas); unit with suction feeder and tape lister 
(from Scriptomatic); dispenser (from Seal-O-Matic); and addressing machine 
(from Weber). 


Mailroom Equipment; Addressing Equipment 


and typed documents. And since ther 
are more communications as such te 
day than ever before, so also are ther 
new and improved methods of dealin; 
with them. One example would & 
intra-ofice communications which for- 
merly were handled by sending letter 
or memoranda through the mail 
These now may be channeled throug) 
one of the various electronic forms ¢ 
communication — the teletypewrite: 
telephone, facsimile transmitter, “elec 
tronic longhand,” and so forth. |: 
other instances, attention to system 
oiten reduces the volume of corre 
spondence simply by reducing duplica 


tions — by eliminating —unnecessar} 
copies and unnecessary addresses, {0r! 
example. Through use of window et! 
velopes or use of punched cards, som«| 
of the individual steps necessary | 
process mail may be curtailed and, 10) 
turn, alleviate the work loads which 
funnel through the mailroom. 

Addressing equipment, of course, ' 
a major factor in promoting efficiest| 
mailroom operations. Such units, how 
ever, can save time only in mailing’) 
to addressees contacted often enough 
to warrant preparation of an addres 
plate or stencil. Vast numbers of mai! 
ing pieces must be individually ad 
dressed. Window envelopes offer th’, 
advantage not only of reducing th! 
addressing problem, but of completeli| 
eliminating the possibility of sending 
mail in the wrong envelope. 

Use of punched card postcards ust 
ally implies the automatic addressit;\ 
of mail, eliminating one of the bigg* 
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headaches of the mailroom—that oi 
inserting. These postcards, however, 
are practical only in companies in 
which other operations, are handled by 
punched card equipment. One obvious 
example of this procedure is use of 
such cards by utility concerns for bill- 
ing customers. The mailing piece is 
one of the end products of an account. 
ing process which would have to be 
conducted in any event. But it is pro- 
duced automatically and with a min- 
imum of extra equipment. This sys- 
tems approach not only reduces the 
volume of certain mail processing op- 
erations, but often moves some of the 
remaining ones out of the mailroom 
as well. 

Mechanization, of course, can prove 
of immense value to the mailroom. 
Such up-to-date equipment as postage 
metering machines offers a great con- 
venience even to the small company in 
simplifying the application of postage 
to mail, in reducing the time needed 
for mail to pass through the post office 
—which may mean that certain pieces 
can catch earlier trains—and in provid- 
ing safe and convenient records of 
postage consumed. Likewise, equip- 
ment which gathers, folds and inserts 
enclosures into envelopes can aid in 
speeding mailroom operations. Cer- 
tain of these machines may also have 
postage metering facilities and can 
stack the finished mail. 

Additional examples of mechaniza- 
tion are indicated in the manufactur- 
ers’ listings which are included in this 
section. Naturally, some of these units 
may be located elsewhere than in the 
mailroom, since the requirements of 
each company vary according to its 
individual make-up. 

A receptionist in a small company, 
for example, may be able, with the 
help of an envelope opening machine, 
to open the morning mail at her desk 
before her other duties begin. Whether 
or not such a procedure would be 
feasible in another office depends upon 
the time of mail delivery, volume of 
the mail, office hours, and the nature 
and timing of the receptionist’s other 
duties, among other things. 

In other instances, a folding opera- 
tion might be performed in connec- 
tion with a duplicating operation, in- 
stead of in the mailroom. Collating 
operations quite often are related to 
duplicating, and collating equipment 
is included here as much for conven- 
ience as for any direct tie-in with mail 
handling processes. Addressing, also, 
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may be performed outside the mail- 
room, as in the case of punched card 
postcards which, when used, actually 
become part of a billing function. 

The most familiar types of address- 
ing equipment take addresses from 
embossed metal plates, stencils or spirit 
masters. In the case of the latter two 
types, these masters may be prepared 
in individual form or in strips or rolls. 
Many systems allow for coding in one 
form or ancther so that classes of ad- 
dressees may be eliminated from mas- 
ter files for selective mailings. Some 
machines are capable of selecting ad 
dressees automatically; in other cases, 
the codes merely make possible the 
identification and elimination of indi- 
vidual addressees by the operator as 
she comes to them. 

New processes in use today include 
an adaptation of the photo-electric 
method known as facsimile, and of an 
“electrostatic” method in which an 
optical system focuses an address onto 
a label in such a manner as to create 
an electric charge which attracts op- 
positely charged ink in the form o! 
a spray. This method, similar to the 
xerographic copying process, is poten: 
tially capable of operating at speeds 
of thousands of lines a minute. (Cer- 
tain of the technical details of the 
facsimile and xerographic _ processes 
will be found in the “Tools of the 
Office” Section of the 1958 Yearbook 
Issue of Office Management.) 

Each of these methods is suitable 
for use in integrated data processing 
systems, and in many instances the 
names and addresses themselves can 
be prepared automatically from such 
“common language” inputs as punched 
cards and punched tape. No matter 
how the address cards or tapes are 
prepared, however, the fact that the 
processes can actually “read” the 
printed material on them means that 
the addressing equipment can be in- 
tegrated into a system under automatic 
control. 

Likewise, embossed plates can be 
prepared automatically by use of graph- 
otypes controlled by punched tape; 
spirit masters and stencils may be cre- 


Heavy-duty equipment, such as these 
units shown at the right, have an im- 
mense capacity to handle large vol- 
umes of mailroom work processing. 
Illustrated are, top to bottom, an 8- 
station flat sheet Macey collator; Model 
4350 Pitney-Bowes postage meter ma- 
chine; Print-O-Matie’s “Fold-O-Matic” 
machine; and Cheshire’s Model C 
labeling machine. 
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Indicative of the modern mailroom 
and/or addressing units available are, 
in counter clockwise order, a rotary 
collating unit; portable embossing ma- 
chine; folding, letter opening ma- 
chine; collator; postal scale; 8-station 
vertical collator; folding and inserting 
machine. (Pictures by courtesy of 
Wadsworth, Addressograph. Lansdale, 
Collamatic. Detecto, Mendes and Office 


Dynamics, respectively.) 


ated by one of the various forms of 
automatic typing. 

In certain cases, the addressing fea. 
ture is actually only one part of the 
machine. At least two companies, for 
example, have offered machines which 
print complete letters, including date, 
letterhead and signature, in addition 
to printing the address simultaneously. 
It is possible to print several colors at 
the same time. Thus, the complete 
letter can be prepared and addressed 
in one run through the machine, start- 
ing with blank paper. Other machines 
allow for incorporating accounting 
functions into the addressing process. 
Some of these can punch and imprint 
cards, accumulate totals and perform 
numbering and sorting operations. 

Many simple manual devices, such 
as hand stamps used for addressing 
cartons and packages, exist to speed 
and simplify mailroom operations 
Some are hand-held addressing devices 
which contain spirit master rolls hold- 
ing a list of addresses. The variety of 
addressing equipment, of course, is 
enormous. New items are being man- 
ufactured currently to satisfy an in 
crease in adding labels on letters and 
direct mail pieces, in lieu of typing or 
printing addresses directly onto the 
mailing piece. 

Collating equipment can serve as 1 
direct link to automation in the office 
and is experiencing more and more 


ri Tee, a 


demand by small and large companies, 
Speed and accuracy remain the two 
most important ingredients built into 
this equipment. True, this equipment 
is not strictly a form of mailroom 
equipment. It is, in fact, often used 
in duplicating centers. Some types of 
collating, however, may be handled in 
the mailroom, and for this reason the 
equipment is included in this month's 
survey. 

Simplest of all types of collating de- 
vices is merely a rack in which a num- 
ber of stacks of pages may be placed 
for manual gathering into sets. More 
advanced models provide for placing 
stacks of pages in bins, from which 
they may be collated manually, a page 
from each bin, to make complete sets. 
By modifying this arrangement to pro- 
vide a feeding mechanism from each 
bin, a relatively simple form of me- 
chanical collator can be created. Some 
type of arm, moving in and out of 
each bin, takes the top sheet of the 
stack so that it may be gathered with 
sheets from the other bins. The series 
of arms so used are operated mechan- 
ically so that they are coordinated and 
may be controlled easily by the opera- 
tor. Foot pedal control is possible. 
And while many collators of this type 
use manual power, electrical operation 
can be had in some models. 

Friction feeds are used in some ma- 
chines, while others use a suction, or 
vacuum, feed. The more expensive 
machines offer a variety of safety de- 
vices to prevent misfeeding. Some 
measure the thickness of pages gath- 
ered from each stack, and should 
double loading occur the machine stops 
and a warning signal is given. Others 
are equipped with photoelectric cells 
scanning each station in order to stop 
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shears are doing in business offices 


cells 


stop every day! 


SEND THE COUPON TODAY 


MACEY COMPANY 


A Subsidiary of Harris-Intertype Corporation 
5350 West 130th St., Cleveland 30, Ohio 
Dept. OM 


THE MACEY COLLATOR IS: 
FAST .. . One girl and an eight-station Macey will [_] Send me free literature 


gather more than 24,000 sheets an hour. 


: [_] Have a Macey representative call 
EFFICIENT ... It gathers, staples, counts, crisscross 
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Name 


and weights. 


“ PRACTICAL .. . Eliminates errors, cuts down over- 


time, lets skilled help stay on their regular am sie 


Address_ 


Af jobs, outperforms at least eight hand collators. 
’ ACCURATE . . . Automatic detectors insure 100% 


accuracy. 


City. — 


"4 You have 17 models to choose from. Sheet sizes 
range from 3 x 5” to 12 x 17”. Special sizes 


Zone State 
to order. 
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The range of mailroom equipment is 
as wide and varied as operations de- 
mand. Illustrations on the right show, 
top to bottom, an 8-station Cumming- 
ton collator; Pitney-Bowes’ Model 
3300-FH folding and inserting ma- 
chine; Macey collator with ‘“‘Stiteh-A- 
Fold” attachment; and Martin Yale’s 
“Premier Auto Folder.” 


the machine should a blank page ap- 
pear in a stack. 

Other models arrange stacks in suck 
a’ manner that as the top sheets are 
removed they are gathered mechanic- 
ally, as by riding on a moving belt. 
Many types of arrangements are possi- 
ble. Often, stacks are placed vertically; 
sometimes they are set in a horizontal 
sequence. Some collators carry the 
stacks in pockets mounted to rotate 
either vertically or horizontally. 

A large variety of accessories—coun 
ters, folding, stitching, stapling and 
offset stacking  facilities—is available 
on the more complex collating ma- 
chines. 

Folding and inserting equipment, 
available for either manual or electrical 
operation, can make a variety of stand- 
arc folds. These folds are selected by 
making relatively simple adjustments 
on the machine. 

Main duties of inserting machines 
involve the gathering of materials for 
insertion into envelopes. The simplesi 
of these machines insert only one item, 
although larger models may gather in- 
closures stations, 
inserting complete sets. More advanced 
equipment in this line fold the ma 
terial, gather it and insert it; in some 
cases, postage metering facilities are 
also included, as well as sealing and 


from a number of 


stacking features. These machines can 
carry out the complete mailing opera- 
tion once the original material has 
been prepared and addressed. 
Envelope opening and sealing mua 
chines generally operate by the simple 
process of trimming a small edge off 
one side of the envelope. Such ma- 
chines may be operated manually, but 
electric models are popular since these 
are capable of opening an immense 
number of envelopes in a short time. 
Generally, the amount of material 
trimmed off can be regulated by a 
simple adjustment of the machine, or, 
in order to avoid cutting into material 
contained in the envelopes, a jogging 
device can be used to shake all material 
to the bottoms of envelopes. 
Equipment used for sealing envel- 
opes can be quite simple, merely pro 


Typical of the “‘accessory™ equipment 
necessary to handle mailroom opera- 
tions efficiency is this unit, a combina- 
tion mail sorter, catalog rack and 
office storage unit, manufactured by 
Equipto. 


viding the moistening for envelope 
flaps and moving the envelope between 
rollers to press it closed. Certain ol 
these devices can also apply postage 
machines are 
electrically-operated, and sealing tea 


stamps. More elaborate 
tures may be found in complicated 
equipment which prints postage an! 
performs other mailing operations. 

Postage metering machines print 
postage directly onto envelopes or onto 
postage labels or strips tor affixing to 
mailing pieces. Since the postage so 
printed is equivalent to U. S. Govern- 
ment stamps of identical value, its use 
is controlled by strict government reg- 
ulations. The postage is purchased in 
advance at the pest office; the amouni 
paid for is ret into a locked meter in 
the machine. As postage is printed, its 
value is subtracted from the amount in 
the meter. To facilitate purchasing, 
meters in all but the smallest machines 
are made detachable for convenience 
in taking them to the post office. In 
addition to printing postage, such ma- 
chines print a dated postmark and, if 
desired, some form of postmark ad 
vertising. 

The 
operated and may be used economical 
ly by small offices. Larger models may 
be equipped with automatic loading 
features, and postage metering facilities 
may be included in machines which 
fold, gather, insert, seal and stack mai! 
iN one operation. 


smallest. machines are hand: 
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Postage stamp affixing machines are, 
in general, small and designed to ap- 
ply ordinary postage stamps directly to 
mailing pieces. Such’ equipment is 
helpful to companies not provided 
with postage metering machines. Some 
large labeling machines and other 


mailing equipment, however, may be 


equipped with accessory facilities for 
afixing postage. 

Postal scales differ from each other 
ina number of ways. One is the sim 
ple matter of size, with models rang- 
ing from small letter scales to those 
designed to weigh large parcel post 
packages. Quality of workmanship 
varies also, affecting the accuracy of 
the scale. This is a matter of impor- 
tance to users, since a reading too high 
results in unnecessary postage expendi- 
ture, while a reading too low will re- 


sult in postage-due letters—a_ circum- 


stance that can create annoyance and 
bad public relations. 

Scales differ also in the method 
ued for weighing, some using springs 
in Various arrangements and others us- 
ing the principle of gravity through a 
method of balancing. Indicators vary 
in arrangement and type of informa- 
tion carried, as well as in legibility. 
One feature designed to protect against 
reading the wrong scale inadvertently 
is the familiar “gun sight” indicator, 
by which only the desired portion ot 
the indicator scale is exposed to view 
at one time. 


Sorting devices are popular mail- 


Of great importance in measuring the 
exact weights of parcels and envelope< 
is the postal seale, which can prevent 
vending out mail with either too much 
or too litthe postage. This unit is a 
product of Pelouze Mfg. Co. 


room units, usually in the form of 
large cases or tables equipped with 
bins or racks for different classes of 
addressees. In some instances, the 
equipment is large and may be custom 
built. On the other hand, simple desk- 
top racks, some consisting of flat 
boards with hinged dividers for han- 
dling small volumes, are popular office 
tools. 

This type of equipment is often de- 
signed for use in accounting and other 
departments, and some of it is made 
in sizes for checks and other matter 
not of letter size. Since some of it 
has mailroom applications, however, 
various units in this category are listed 
here in cases in which manufacturers 
state their sorters are so used. 

Furniture and miscellaneous equip- 
ment are important to maintaining a 
properly-equipped mailroom. These 
categories include some types of tables 
and cabinets used in the handling of 
mail, and such miscellaneous items as 
mail bags, mail bag holders, mail carts, 
gummed tape dispensers, etc. It is not 
possible to make such a listing com. 
plete, and many of these auxiliary 
mailroom units (such as time stamps) 
are included as part of this section for 
other months. 

The following lists cover the major 
manufacturers of items in their respec- 
tive categories. 


The Manufacturers 


Addressing Equipment 


Addressograph - Multigraph Corp. 
1200 Babbitt Rd., Cleveland 17. Name 
of line: Addressograph. Number ot 
basic models: 9. Operating principle: 
metal plates. Operating speeds: 800 to 
8400 per hour. Type of power: manual 
and electric. Size of copy which can be 
addressed: 3 x 5 in. to g x 12 in. Price 
range: $120 to $7000. Special features: 
automatic friction and suction feeders, 
mailer strip listers, sheet listers, con- 
tinuous form and plate loading and 
unloading, continuous form feeders. 

Dashew Business Machines, Inc, 


Other individual units designed to 
ease mailroom pressures are, top to 
bottom, an envelope opener; scale for 
weighing units of mail; small mail 
opener; labeling machine; address- 
ing machine; envelope opener. (Pic- 
tures by courtesy of Friden. Triner. 
Zephyr American, Better Packages. 
Nettle and Wilson Jones. respectively.) 
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Small units, as well as accessory equip- 
ment, are vital in promoting proper 
mailroom functioning. Illustrations, in 
counter clockwise order, show 2 hand- 
held addressing units (from Heyer 
and Royal-McBee, respectively); the 
“Amfile” sorter, from Amberg; an- 
other variety of hand-held addresser, 
from S & M; the “Mite” postal scale, 
from B-T Co., and mail bags from 
Charnstrom, 


5886 Smiley Drive, Culver City, Calif. 
Name of line: Datatyper, Datawriter, 
Databosser. Operating _ principle: 
metal plates, punched cards and tapes. 
Type of power: manual and electric. 
Price range: from $11.71. Further de- 
tails not available at press time. 

Eastman Kodak Co., 343 State St, 
Rochester 4, N. Y. Eastman has manu- 
factured an electronic data processing 
system, in conjunction with Addresso 
graph-Multigraph Corp., which uses 
punched card inputs, and, after con- 
version of data to magnetic tape, prints 
out four-line addresses at speeds up to 
45,000 an hour. Further details not 
available at press time. 

The Elliott Addressing Machine Co., 
143 Albany St., Cambridge 39, Mass. 
Operating principle: stencils. Operat- 
ing speeds: 500 to 12,000 per hour. 
Type of power: manual and electric. 
Special features: selective mailing, 
sensing and comparing mechanisms, 
punch coding of address cards, simul- 
taneous printing, perforating, and ad- 
dressing. Further details not available 
at press time. 

Friden Calculating Machine Co 
Inc., 2350 Washington Ave., San Lean- 
dro, Calif. Name of line: Friden Flexo- 
writer. Number of basic models: 1 
Operating principle: tape-operated au- 
tomatic typewriter. Operating speeds: 
100 words per minute. Type of power: 


electric. Size of copy which can be ad. 
dressed: depends on typewriter car. 
riage. Price range: from $1850. Special 
features: auxiliary punches and readers 
may be included for duplex operations 
in using or capturing data from more 
than one source; one model provides 
for automatic embossing of metal 
plates. 

The Heyer Corp., 1850 S. Kostne 
Ave., Chicago 23. Name of line: Heyer 
Portable Addresser. Number of basic 
models: 1. Operating principle: spirit 
master roll. Operating speeds: 50 pe: 
minute. Type of power: manual. Size 
of copy which can be addressed: 3 x 
5 in. Price range: $10.95 with initial 
supplies. Special features: loads like a 
camera. 

Marsh Stencil Machine Co., Belle. 
ville, Ill. Name of line: Marsh Stencil 
Machines. Number of basic models: 4. 
Operating principle: stencils. Type of 
power: manual. Size of copy which 
can be addressed: character sizes may 
be 4, %, %4, 1 in. Price range: slightly 
more than $200. 

The Multistamp Co., 527 W. 21 St. 
Norfolk to, Va. Name of line: Muhi- 
stamp. Number of basic models: 5 
Operating principle: stencil duplicators. 
Operating speeds: up to 75 copies per 
minute. Type of power: manual. Size 
of copy which can be addressed: from 
% x 3 to 8% x 11 in. Price range: 
$9.50 to $99.50. Special features: print- 
ing guides available. 

Nettle Mfg. Co., 27 Huntington 
Ave., Boston 16. Name of | line: 
A-dress-R. Number of basic models: 
5. Operating principle: metal plate 
through a ribbon. Operating speeds: 
1000 per hour. Type of power: manual. 
Size of copy which can be addressed. 
any size up to 14 x 18 in. Price range: 
$104.41. Special features: — portable 
model. 

Rex-Rotary Distributing Corp., 3% 
Fourth Ave., New York 16. Name of 
line: Listax. Number of basic models: 
1. Operating principle: metal _ plates 
Operating speeds: 1000 to 3000 pe 
hour. Type of power: manual (toot: 
operated) and electric. Size of cop) 
which can be addressed: 1% x 3% ™ 
Price range: $149 to $600. Special fer 
tures: feeds plate from original filing 
tray; automatically refiles in original 
sequence; optional automatic repetition 
up to 6 times; optional form ister. 
dater, tag holder, copy counter. 

S & M Distributing Co., 3875 Gar- 
land Si., Wheat Ridge, Col. Name 
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With installation of one or more Friden 
Tape-Talk machines—each a “system” in 
itself —you can see the savings every hour! 

These machines process all kinds of office 
work, involving both numerals and words, 
automatically with punched paper tape. 
It’s a much simpler way of running an office 
than you have known. 

Friden promises this: In exact propor- 
tion to the degree of office automation you 
wish to achieve, Friden Tape-Talk machines 
will (1) Eliminate need for manual move- 


ta 
a] 
io 


® 
- Automatic tape 
billing department in one desk 


S electadoato® automatic 


tape reader-selector-sorter 


lexowritinr® automatic tape 


writing-accounting machine 


. ® 
Guatowrritor Automatic 


justifying type-composing machine 


ments and operator decisions: (2) Increase 
work volume output without increasing 
payroll costs or overtime; (3) End primary 
and compounded errors normally occurring 
in data recopying. 


The challenge of Friden Tape-Talk is big 
as your imagination —its application possi- 
bilities exactly suited to your needs. Get the 
facts now! Call your nearby Friden Man or 
write Friden, Inc., San Leandro, California 
. . . sales, instruction, service throughout 
U.S. and the world. 


Odd-Pumch® 


Automatic code tape 


adding-listing machine 


T2 g Q J atta ® 
Automatic tape 
transmitter-receiver 


Friden fully automatic Calculator— 
The Thinking Machine 


Quitomattic Orfout - Output Machine 


Friden Natural Way 
Adding Machine 


Friden Mailroom Equipment of American Business 
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Left to right: Can-Pro’s mail bag cart 
with wheels, Chesley’s double-deck 
mail cart, and Dependabla’s “Ulti- 
mate” production stool are three other 
popular “tools” of the mailroom. 


line: Zip-O-Riter. Operating principle, 
spirit duplicating. Operating speeds: 
500 per hour. Type of power: manual. 
Size of copy which can be addressed: 
up to 3 in. in width. Price range: 
$19.50 to $23.95. Special features: 
statements may be addressed directly 
from ledger cards. 

Scriptomatic, Inc., 300-316 N. 1 
St., Philadelphia 7. Name of line: 
Scriptomatic. Number of basic models: 
4. Operating principle: spirit masters. 
Operating speeds: 6000-7500 per hour. 
Type of power: electric. Size of copy 
which can be addressed: 3 x 5 to 12 x 
15 in. and tapes up to 4 in. wide. Price 
range: $5600 to $16,000. Special fea- 
tures: Machine can read punched cards 
and unit can be programmed to se 
lectively print, sort and count. 

Weber Marking Systems, Div. of 


Metal furniture units, because of their 
durability and wear-resistant features, 
can prove invaluable aids in outfitting 
mailrooms. An example is this mobile 
unit, with attached shelf, from Toledo. 
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Weber Addressing Machine Co., Inc., 
215 E. Prospect Ave., Mt. Prospect, Ill. 
Name of line: Weber. Number of basic 
models: 4. Operating principle: stencils 
and rubber plates. Operating speeds: 
105 per minute. Type of power: man- 
ual and electric. Size of copy which cap 
be addressed: various. 
$367.50 to $892.50. 

Chauncey Wing's Sons, 78 Pierce 
St., Greenfield, Mass. Name of line: 
Wing Mailer. Number of basic models: 
1. Operating principle: applies address 
labels in roll form to flat mailing pieces. 
Type of power: manual. Size of copy 
which can be addressed: various. Price 
range: $40 to $80. 


Price range: 


Collators 


Collamatic, Wayne, N. ]. Name ot 
line: Collamatic Electric Collators, Col- 
lamatic Automatic Collators. Numbei 
of basic models: 
matic. 


10 electric, 2 auto- 
Number of stations (smallest 
model): 8, electric and automatic units. 
Number of stations (largest model): 4¢ 
in the electric units; 16 in the automatic. 
Type of feed: friction (2 rollers). Op- 
erating speeds: up to 40 sets per min- 
ute, 240-2400 sets per hour. Type of 
power: 1t10V A.C. 60 cycle. Price 
range: $645 to $1795 for the electric 
units; $3900 to $4900 for the auto- 
matic units. Special features: automatic 
production control timing device, 
sliding shelves; upright construction; 
optional 6-digit counter. 

Cummington Corp., 718 Beacon St. 
Boston 15. Name of line: model 85-A 
Number of basic models: 1. Number 
of stations: 8. Operating speeds: up to 
16,000 sheets per hour. Type of power: 
electric. Price range: $4800. Special 
features: variable speed control; selt- 
adjusting paper feed; positive vacuum 
pickup; self contained stapling unit. 


Didde-Glaser, Inc., 50 Hi-Way and 


E. Twelfth Ave., Emporia, Kam, 
Name of line: Speed-Klect Collators, 
Number of stations (smallest model); 
3. Number of stations (largest model); 
12. Type of feed: pile feed (sheet), 
Operating speeds: up to 5000 sets pet 
hour. Type of power: electric. Pricg 
range: $8750 to $22,500. Special fee 
tures: glue assembling; handles various 
types of stock; micromatic detection. 

Evans Specialty Co., Inc., 1800 E 
Grace St., Richmond 23, Va. Name dt 
line: Evans Gathering Rack. Number 
of stations (smallest model): 6. Num 
ber of stations (largest model): 18§ 
Type of power: manual. Price range: 
$10 to $25. Special features: optional 
jogger attachment for straightening 
paper stocks. 

Harris-Seybold Co., 4510 E. 71 St 
Cleveland 5. Name of line: Macey 
Number of stations (smallest model): 
4. Number of stations (largest model): 
16. Type of feed: vacuum. Operating 
speeds: up to 4000 sets per hour. Price 
range: $4700 to $21,200. Special fea 
tures: jogging, counting, stapling and 
stacking. 

The Macey Co., Subsidiary of Harn 
Seybold Co., 5350 W. 130 St., Cleve 
land 30. Name of line: Macey. Num 
ber of basic models: 28. Number 
stations (smallest model): 4. Number 
of stations (largest model): 16. Type 
of feed: vacuum. Operating speeds: up 
to 4000 sets per hour. Type of power: 
220 current, 4 HP. Price range: $470 
to $21,200. Special features: missing 
and double sheet inspection; attach 
ments include two types of detachable 
stitchers (crisscross, offset, or straigh! 
delivery); feeds stock from % in. 
onionskin to hardboard up to 64 page 
special attachment allows manual feeds 
ing for extra pieces beyond number @ 
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ee: Copy in Fl VE Colors » « « anything written, printed, typed, 
drawn or photographed, right in your own office. Rise. 
mode ) The brand new Apeco Uni-Matic Auto-Stat is the greatest advance- wy. 
)perating ment in office copying in the last ten years. It is the culmination of bins 
ur. Price many years of research and engineering by America’s leading manu- 
cial fer facturer of office copying equipment. 
” f This revolutionary new machine makes copies in less than half 
ling an The Apeco Uni-Matic Auto-Stat is the world’s fast- the time of any other photocopy maker. It is so simple to operate— 
est, easiest to operate, all-purpose copy-maker. The anyone is an expert the first time he uses it. The Apeco Uni- Matic ei 4 
f Harms oy boty my is — Lend ape Auto-Stat copies from any original—any color—on opaque or > = 
Cleve. laa transparent paper . . . printed on one or both sides. It is handsome, ¥ 3 
2 Num compact, and light weight. Offers hundreds of time and money sav- 
y- + ° ° ing uses for every business at a price within the budget of the 
imber 0! Look Alike Copying smallest firm. -~ 
Numbe! = - ALSO AVAILABLE ON LOW COST LEASING PLAN 5 
De ee ———/= | , - 2 
“ae, wi a | wi pee tc occ ecec en EMER CCC SCH See OSS EES ESE EE EES ESSE ar 
yeeds: UP ne wal au - Gigs ° - \ American Photocopy Equipment Co. = o-68 _ 
om : RIG = x 4 © 3 
f power: summing: | |O Henree is e 2100 W. Dempster St., Evanston, Ill. - 
ye: $4700 a] nai ty ° Rush me, without obligation, your new free 
rhe: : _ : * book on the revolutionary new Apeco Uni- 
— cor ~===— ’ —— aaa. I eee this book 
‘ ach: Siaeas pian « explains office photocopying applications in ee 
‘ a : aaa PEE... casi e detail and shows how my business can greatly % 
jetacha The Apeco Uni-Matic Auto-Stat produces white > benefit by the use of this modern copy-maker. 


- straight copies that look exactly like the original. Whites are 
, jong SoPied white, blacks are copied black—and middle 


6a poe tones in grays of equal intensity. Company Type of Bus. 
rual feed Addr 
ie §€=6Cfi(itéi‘<‘éS@nd flor NeW FREE BOOK City Zone—__—_State 


Tea Individual Title 
he: - In Canada: Apeco of Canada, Ltd., 134 Park Lawn Rd., Toronto, Ont. 


in Mexico: Apeco de Mexico S. A., Ignacio Estva #7 
Esq. Jose Moran, Mexico 18 D. F.. Mexico 
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No matter what copy machine or method you now el): 
use you will be interested in knowing how the excit- : 
ing new Apeco Uni-Matic Auto-Stat can save you Instantly copies letters, invoices, receipts, charts, blueprints, photographs, ~ and 
time and money by cutting costly office paper work. quotations, drawings, catalog pages—anything. 50,00 
A LIBERAL TRADE-IN OFFER ON ANY COPYING AMERICAN PHOTOCOPY EQUIPMENT CoO. elect 
EQUIPMENT IS AVAILABLE FOR A LIMITED TIME. 2100 W. Dempster Street, Evanston, Illinois cial 
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First Class Permit 
No. 226 
Evanston, Ill. 
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HAVE YOU 
READ THIS 
NEW BOOK..: 


}BUSINESS REPLY CARD| 


wt 
explaining in detail the new Apeco Uni- Matic ‘ 
Auto-Stat and how you can use this revolutionary [ °“” 
copy-maker in your business? mul 


—— 


6e postage will be paid by— 
AMERICAN PHOTOCOPY EQUIPMENT CO. 
2100 W. Dempster Street 


Evanston, Ill. 


TEAR OUT AND MAIL THIS AIR MAIL 
POSTAGE PAID REPLY CARD TODAY! 
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Tools of the Office 


ations or for recollating previously 
gathered sets. 

]. Curry Mendes Corp.,1 Curry Lane, 
Canton, Mass. Name of line: JCM ver- 
tical. Number of basic models: 3. Num- 
ber of stations (smallest model): 4 
Number of stations (largest model): 


12. Type of teed: suction. Operating 
speeds: variable speeds up to 4000 sets 
per hour. Type of power: 2 110 V 60 
cycle single phase electric motors. Price 
range: $3875 to $14,285. Special fea- 
tures: calipers to stop machine if sheet 
is missed or double pick-up is made 
and light to indicate affected station; 
collates different weights of paper at 
same time; models with stitchers. 


Pitney-Bowes, Inc., Walnut & Pa- 
afic Sts., Stamford, Conn. Name of 
line: Maceymatic. Number of _ basic 
models: 1. Number of stations: 8. Type 
of feed: suction. Operating speeds 2250 
per hour. Type of power: electric. Price 
range: $5800. Special features: offset 
stacker; stapler; handfeed station op- 
tional. 

Thomas Collators, Inc., 530 Church 
St, New York 7. Name of line: 
_ Thomas. Number of basic models: 11. 
Number of stations (smallest model): 
8, Number of stations (largest model): 
32. Type of teed: friction roller. Op- 
erating speeds: up to 12,000 sheets per 
hour. Type of 110 V AC 60 
cycle. Price range: $235 to $1100. Spe- 
cial features: adjustable bins; simul- 
taneous feed lift: electric stroke reg- 
ulator. 

Wadsworth Mfg: Co. P. 0. Box 
125, Wadsworth, Ohio. Name of line: 
CADM. Number of basic models: 2. 
Number of stations (smallest model): 
20. Number of stations (largest mod- 
el): 200 or more. Type of feed: electric 
: and manual. Operating speeds: 2000 to 
50,000 sheets per hour. Type of power: 
tlectric. Price range: from $405. Spe- 
cial features: rotary collators with var- 
iable speed control. 


power: 


ae 
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Envelope Opening and 
Sealing Machines 

Better Pac aages, Inc., 252 Canal St., 
Shelton, Conn. Name of line: Super 
tnvelope moisteners. Number of seal- 

es: 2, Type of power: manual. 
Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Name of line: 
multiOpener (Model MO), 
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multi- 


Sealer (Model MS), mailMaster (Mod- 
el MM). Number of openers: 2. 
Number of sealers: 2. Type of power: 
electric (MS, MO) and manual (MM). 
Operating speeds: 333 envelopes per 
minute (MO, MS). Price range: $205 
(MO, MS); $65 (MM). Special fea- 
tures: mailMaster has stamp affixing 
mechanism; sharpening rotating cut- 
ting blades; noiseless. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. Name of line: Faltex. 
Number of openers: 1. Type of power: 
electric. Operating speeds: 3000-5000 
per hour. Price range: from $350. Spe- 
cial features: combined with folding 
machine. 

Martin-Yale, Inc., 2100 W. Fulton 
St., Chicago 12. Name of line: Premier. 
Number of openers: 1. Type of power: 
electric. Operating speeds: 300-400 per 
minute. Price range: $99.95. Special 
features: completely automatic feed 
and opening; no sorting by size or 
thickness required. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Name of 
line: Mai!Openers. Number of openers: 
3. Number of sealers: Pitney-Bowes 
postage metering machines (except 
model DM) can be used for sealing 
independent of meter stamping, or 
postmarking of letters. (See listing 
under Postage Metering Machines.) 

Pres-to-Line Corp. of America, 2339 
Cotner Ave., Los Angeles 64. Name ot 
line: Pres-to-Line Magic Mailer. Num- 
ber of openers and sealers: 1 combina 
tion model. Type of power: manual. 
Price range: $9.45. Special features: 
machine moistens and seals envelopes 
in one operation; may also be used as 
a stamp moistener. 

The Print-O-Matic Co., Inc., 724 
W. Washington Blvd., Chicago 6. 
Name of line: Let-r-opener. Number 
of openers: 1. Type of power: electric. 
Operating speeds: 30 per minute. Price 
range: $59.50. Special features: remov- 
able reversible self sharpening blades; 
action started by touch of letter itself; 
automatic motor shut off; will open 
letters up to 10!) in. long. 


Seal-O-Matic Dispenser Corp., 169 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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EFFICIENCY 
As a Word 


SEA FOAM 


The Amazing Second Sheet 
That Delivers 13 Clear 
Copies at Just One Typing 


Look like more than one word? We 
won't quibble. Point is, it gives you 
more benefits than you can count 
on the keyboard. It’s strong... 
stands up better and longer. Han- 
dies easier. Lies flat . . . no curl, 
no crease. Files faster . . . thin, 
compact. Erases smoother, cleaner, 
quicker. Channels easier . . . seven 
different colors. 


Sea Foam Is 
Specified First 
By Better Offices 
Across the Country 


WRITE FOR 
SAMPLES 
DEPT. O-6 


BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 
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Murray St., Newark 5, N. ]. Numbe. 
of sealers: 9. Type of power: manual. 
Price range: $2.50 to $12.50. 

Standard Duplicating Machines 
Corp., Everett 49, Mass. Name of line. 
Standard. Number of sealers: 3. Type 
of power: manual and electric. Op- 
erating speeds: up to 8000 per hour. 
Price range: $15 to $163. Special fea- 
tures: electric model has automatic 
feed, moistening, sealing and stacking. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. Name of line: Marvel. 
Number of openers: 1. Type of power: 
manual. Price range: $34.75. 

Zephyr American Corp., 95 Morton 
St., New York 14. Name of line: Letta- 
dex. Number of openers: 1. Type of 
power: manual. Operating speeds: 40- 
50 per minute. Price range: $14.95 
Special feature: one-hand operation. 


Folding and Inserting Machines 


Bell & Howell Phillipsburg Co., 
U. S. Route No. 22, P. O. Box 186, 
Phillipsburg, N. ]. Name of line: 
Phillipsburg. Number of models: 24. 
Functions of machines: automatically 
collates 1-8 pieces of mail, insert into 
envelopes, close and seal envelope flap, 
print metered or non-metered mail 
postage on envelope, and stack and 


BASKET SIZE—(Upper) 17 1/2x25x11; (Lower) 17 1/2x25x& 
FRAME—High Polished Aluminum @ BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Ibs. © PRICE—$45.00 @ TERMS 
1% 10 days, net 30 days @ F.O.B. Detroit. 

: ; File folders to fit guide bars — $.24 ea. 


| Write for free brochure — or, better still — order today! 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re 

movable. = 


count filled envelopes, if desired. Num- 
ber of stations: 2-8. Size of material 
which can be handled: 114 x 14 in. to 
g'2 x 13% in. Price range: $4000 to 
$30,000. 

Cummington Corp., 718 Beacon St, 
Boston 15. Name of line: Cummington. 
Functions of machines: inserting and 
sealing mail. Type of power: electric. 
Operating speeds: 3500 envelopes per 
hour. Number of stations: 1-6. Size of 
material which can be handled: 4% x 
2% in. through {10 flaps up to 34 in 
Price range $3200 to $5700. Special 
features: positive vacuum feed with 
micro-calibration advanced _ stacker; 
compact table model. 

Davidson Corp., 29 Ryerson St., 
Brooklyn 5, N. Y. Name of line: Em- 
bee. Number of models: 2. Functions 
of machines: fold, score, slit, perfo- 
rate. Type of power: electric. Operat 
ing speeds: to 12,000 per hour. Size of 
material which can be handled: model 
230—9% x 18 in.; model 360—13% 
x 27 in. Price range: $395 to $625: 
Special features: automatic feed; can 
score, slit and perforate without fold- 
ing. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Name of line: model 
57. Function of machine: folding. Type 


of power: electric. Operating speeds: 
to 6000 pieces per hour. Size of ma. 
terial which can be handled: to ¢ 
16 in. Price range: $375. Special fea 
tures: makes 6 standard folds. Further 
details not available at press time. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa. Name of line: Faltey. 
Number of models: 1. Functions of 
machine: folding and letter opening. 
Type of power: electric. Operating 
speeds: 5000-10,000 per hour. Size of 
material which can be handled: 9% x 
14 in.—some wider models. Price 
range: from $350. 

Macey Co., 5350 W. 130 St., Cleve 
land 30. Name of line: Macey Stitch- 
A-Fold. Functions of machine: folds, 
stitches. Type of power: electric. Op- 
erating speeds: to 4000 books per hour, 
Size of material which can be handled: 
folded—up to 8% x 11% in. 

Martin-Yale, Inc., 2100 W. Fulton 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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In AUTOMATIC DATA PROCESSING 
the PRE-INPUT STAGE 
is as important as the 


GUN 


is to the 


HUNTER! 


... and we are proud to be 
helping to score a hit for 
automatic data-processing sys- 
tems with electronic pre-input 
equipment. 


ime 


CORPORATION 
THOMASTON, CONNECTICUT 


OFFICE MANAGEMENT 
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St., Chicago 12. Name of line: Premier. 


Number of models: 2. Functions of 
machines: folding. Type of power: 
electric. Operating speeds: 7000-10,000 


per hour. Price range: $129.95-$149.95. 


Special features: automatic feeding 
conveyor belt stacking tray. 

|. Curry Mendes Corp., 1 Curry 
Lane, Canton, Mass. Name of line: 
JCM Binder-Matic. Number of models: 
1. Functions of machines: jogs, stitches 
and folds pre-collated sets. Type of 
power: electric powered, hand fed. Op- 
erating speeds: to 3000 sets per hour 
Size of material which can be handled: 
5x 7 in. to 11 X 17 in. Price range 
$4250. Special features: can assemble 
booklets up to 64 pages; produces 3 
basic folds. 

Office Dynamics Corp., The Beverly 
Hilton, 9876 Wilshire Blvd., Beverly 
Hills, Calif. Name of line: Automailer. 
Number of basic models: 2. Functions 
of machines: paper gathering (feeding- 
collating), folding, nesting, inserting, 
sealing, counting, stacking, postage im- 
printing, delivery to postage meter and 
mail bag. Type of power: electric with 
manual feed provision. Operating 
speeds: to 6000 per hour. Number o: 
stations: as desired to 6 automatic sta 
tions, including envelope. Price range: 
from approximately $2500. Special fea- 
tures: modular construction, permitting 
machine combinations according to re- 
quirements; mobile; used as folder 
independently; misfeed - corrections 
made automatically without machine 
stoppage. 


Pitney-Bowes, Inc., Walnut & Pa- 
afic Sts., Stamford, Conn. Name ot 
line: Pitney-Bowes. Number of models: 
2 inserters, 2 folding machines. Func 
tions of machines: folding, inserting. 
Type of power: electric; one folding 
machine has optional hand feed. Op- 
erating speeds: inserting machines to 
6000 per hour; folding machines, one, 
to 5000 sheets per hour, the other to 
19,000 sheets per hour. Number of 
stations (inserting machines): to 4. Size 
of material which can be handled: 
2/,x 5 in. to6 x 114 in. Price range’ 
folding machines, $191 and $525; in- 
serting machines, $895 to $10,105. 


The Print-O-Matic Co., Inc., 724 
W. Washington Blvd., Chicago 6. 
Name of line: Fold-O-Matic. Number 
of models: 2. Type of power: electric. 
Operating speeds: 120 per minute. Size 
of material which can be handled: 4 x 
4in. to g x 14 in. Price range: $169.50 
to $199. Special features: throw out 
JUNE 1958 


Tools of the Office 


clutch principle of automatic feeder; 
adjustable conveyor table. 


Postal Seales 


B-T Co., Inc., 121 N. Broadway, 
Milwaukee 2. Name of line: Mite. 
Number of basic models: 2. Range of 
sizes: 1 and 4 lbs. Type: spring. Typ: 
of indicator: pointer. Price range: $3 
Special features: replaceable rate charts. 

The Borg-Erickson Corp., 1133 N. 
Kilbourn Ave., Chicago 5. Name ot 
line: Borg. Number of basic models: 
1. Range of sizes: 8 x 10 x 24% in. 
Type: spring. Type of indicator: ro- 
tating cylindrical chart. Price range: 
$12.50. Special features: dial lock for 
later weight reading; flat form. 

Cummington Corp., 718 Beacon St., 
Boston 15. Name of line: Cummington 
Post-O-Meter, Post O-Gram. Number 
of basic models: 6. Range of sizes: 
4-70 lbs. Type: spring. Type of indi- 
cator: pendulum, “gun sight.” Price 
range: $29 to $261. 

Detecto Scales, Inc. 540 Park Ave., 
Brooklyn 5, N. Y. Name of line: Post- 
O-Meter. Number of basic models: 5. 


Get 
the 


jump! 


= PITNEY-BOWES 


()) MAILOPENER 


= * PITNEY- BOWES, INC. 


2969 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
, offices in 107 cities in U.S. and Canada 


Range of sizes: 0-70 lbs. Type: spring 
and gravity. Type of indicator: pen- 
dulum, rotating cylindrical chart, “gun- 
sight.” Price range: $29 to $261. Spe- 
cial features: electrically operated, au- 
tomatic computing “overscale”. 

Friden, Inc., 2350 Washington Ave.. 
San Leandro, Calif. Name of line: 
Friden, Inc. Number of basic models: 
2. Range of sizes: 20 oz. or 3 |b., 30 
lb., or 70 lb. Type: spring for parce! 
post model, gravity for letter model. 
Type of indicator: pendulum for lette: 
model, rotating cylindrical chart for 
parcel post model. Price range: $175 
to $360. 

Hamilton Specialties, Inc., 5 Watson 
St., Boston 18. Name of line: Hamil- 
ton. Number of basic models: 2 
Range of sizes: 8 oz. to 1 lb. Type: 
balance. Type of indicator: pendulum. 
Price range: $3.95 to $6.50. 

I.D.L. Mfg. & Sales Corp., 132 La- 


fayette St., New York 13. Name of 


line: IDL. Number of basic models: 4. 
Range of sizes: weighs up to 4 lbs. 
Type: spring and gravity. Type of in 


dicator: pendulum. Price range: $2.75 


to $8.00. 
Pelouze Mfg. Co., 1218 Chicago 
Ave., Evanston, Ill. Name of line: Pe 


_* 


e When the 
mail is opened by a Pitney-Bowes 
MailOpener, many precious minutes 
are saved — everyone gets a jump 
on the day’s work. 


incoming morning 


© Get rid of the old finger-tearing 
or stiletto-slashing system. Your 
mail desk deserves a MailOpener 
that safely, easily trims a hairline 
edge off every envelope—of any size, 
thickness or stock—zip! Like that! 
e@ There are three models, hand or 
electric, all neat, quiet, efficient. 
Why not try one? 


Free trial: The nearest PB office 
will deliver a MailOpener to your 
office for a free trial. Phone now. 
Or write for free illustrated booklet. 
FREE: Send for handy desk or wall chart 


of latest Postal Rates, with parcel 
post map and zone finder. 


Use Readers’ Inquiry Coupon on Page 90 63 


oe 
$ 


j i Be, ier 4 - a eae , a it | i “s : BS = —_ ‘ aa = cre i: i fk ee = ‘Gea - 
Re oe © oie. ; a4 A eis ial aden vam i, 4 : | 3 . 
ds: = 
7 ee a 
»Xx _ - - s 
fea 4 ! 
568. 2 
tx. Pe 
‘ing = 
of = 
4 x 2 
rice . 
eve : ; é 
itch- z ; “4 
Ids, rm | 
Op- = 
our, 
led: ; 
lton “= 

Pd spats 
Be | ‘ 
yf . 3 
of : ; 
e PO 
| aa x a 
} | J) — e/ \" ' —— . he, 
/ ys, ———— P ~—* a 
ee oa aad ae ; 
F site oe " ~ 
HL as 2 
| a a*. 
| . 
—— ‘ 
10N | i 
ENT z 
ee E 
" a fees Se aig : : ee ay ee ; 3 ; Hi Ea Oite: r+ i on ; 7 " % Bit et fi 4 q a sa = ae ais a aoe Pe ¢ rr 


GANCER 
LFE-LINE 


se In factories, plants and 
offices across the nation, the 
line is busy. Through films, 
pamphlets, posters, exhibits 
and lectures, the life-line of 
cancer education is reach- 
ing more and more men and 
women in business and 
industry. 


All of us are concerned with 
the major threat which can- 
cer poses, Today, thousands 


of lives are being saved each 
year, but many more would 
“ be saved if people went to 
their doctors in time. This, 
and many other facts of life 
about cancer, are part of the 
education program which 
the American Cancer 
Society offers you in your 
plant or factory. For addi- 
tional information, call the 
American Cancer Society 
office nearest you, or write 
to “Cancer” in care of 
your local Post Office. 


AMERICAN CANCER SOCIETY 


: 64 


louze. Number of basic models: 4. 
Range of sizes: 1 lb. to 50 lbs. Type: 
spring. Type of indicator: pointer. 
Price range: $2.95-$12.75. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Name of 
line: Pitney-Bowes. Number of basic 
models: 6. Type: gravity. Type of in- 
dicator: pendulum, rotating cylindrical 
chart, “gun sight.” Price range $29.50 
to $325. 

Rudson-Wood, Inc., 15 W. 44 St. 
New York 36. Name of line: Rudson- 
Wood. Number of 
Range of sizes: 2 


models: 1, 
oz. Type: gravity 
Type of indicator: pendulum. Price 
range: $2. Special features: pocket size 
in leather case. 

Toledo Scale Co., 1083 Telegraph 
Rd., Toledo 1, Ohio. Name of line: 
Toledo. Type: gravity. Type of indi 
cator: pendulum, rotating cylindrical 
chart, “gun sight.” Further details not 
available at press time. 

Triner Scale & Mfg. Co., 2714 W. 
21 St., Chicago 8. Name of line: Triner. 
Number of models: 5. Type. 
spring and gravity. Type of indicator: 
pendulum, beam. Price range: $4.20 
to $56. 


basic 


basic 


Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Name of 
line: Pitney-Bowes. Number of basic 
models: 15. Type of power: manual 
and electric. Operating speeds: to 
15,000 per hour. Models will print di- 
rectly on mail or on gummed tape. 
Price range: to $2850. 


Sorting Devices 


Amberg File & Index Co., 1627 FE. 
Duane Blvd., Kankakee, Ill. Sort-All 
sorting equipment of the small desk- 
top variety, with dividers hinged to a 
flat surface, suitable for sorting cor- 
respondence and other material. 

Associated Industrial — Designers, 
3726 Effingham Place, Los Angeles 27. 
Col-A-Tron desk-top racks suitable fo: 
sorting correspondence. Models range 
in size from 24 to roo divisions. Also, 
large shuttle carriage units with as 
many ag Price 
range: $38.50 to $241.50. 

Cooks’ Inc., 207 Lakeview Ave., 
Blackwood, N. J]. Ful-Vu 
Sorters, check and letter models rang- 
ing from $11.95 to $12.95. 
capacity models also available. 

Corbin Wood Products Div., The 
American Hardware Corp., P. O. Box 
1324, New Britain, Conn. Line of 
wood, bin type sorting units, some 


2520 subdivisions. 


Universal 


Larger 
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with adjustable shelving. 

Equipto, Div. of Aurora Equipmen: 
Co., 422 Cleveland, Aurora, Ill. Line 
of sorting bins. 

Friden, Inc., 230 Washington Ave 
San Leandro, Calif. Line of sorting 
racks. 

The General Fireproofing Co., 41; 
Dennick Ave., Youngstown 1, Ohio, 
Line of sorting equipment. Further 
details not available at press time. 

Le Febure Corp., 716 Oakland Rd, 
N. E., Cedar Rapids, lowa. Line of 
bin-type sorting units and mail sor: 
ing carts. Further details not available 
at press time. 

Pitney Bowes, Inc., Walnut & Pacific 
Sts., Stamford, Conn. Line of sorting 
racks and sorting bins. 

The Sorter-Graf Co., 4044 W. Jeffer 
son Ave., Detroit 9. Line of sorting 
equipment for sorting and _ processing 
office papers. 

Speedo-Sort Co., 2643-B. N. Cicen 
Ave., Chicago 39. Manual sorting de 
vices, desk-top variety, with hinged 


dividers. 


The Victor Safe & Equipment Co, 


| —_ your office suffer from tH 


- PURPLE 
PLAGUE? 


*Duplicating Master Sto’ 


The cure is an x-acto KNIFE. 
for the correction of spirit typé 
duplicating masters. 


A curved X-acto blade removes mistakes 
instantly, cleanly, accurately. No more , | 
staining of hands or clothing. Re- 
typed copy reproduces perfectly. 
Try-Out Offer! $1.00 for : 
knife handle and sample Fy / 
blade assortment. ; ! 
\ J 
FREE brochure. \% 


ler » id 
GEE ALM it 


Gi é 
Hantheraft Toolt 
A division of X-acto, Int: 


48-419 Van Dam Street 
Long Island City I, N.Y: 


OFFICE MANAGEMEN 
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How to spot 
Johnson, Fred R. 
in 1% seconds 


NEW MOSLER REVO-FILE gives you 
personnel facts fast...obsoletes all other card files 


No fall out! Exclusive patented Revo-File belt keeps No attachments! No hole punching! Cards not at- No effort! Cards come to clerks with spin of drum. 
cards perfectly in place, protects against wear. If teched to drum. Just droc your present cards into Revo-File available in manual and automatic elec 
you have 2,500 or more cards, Revo-File is for you Revo-File. tric models 


New Mosler Revo-File is the unique rotary active-card file. It’s 
the only rotary card file that: cuts reference time to 12 seconds; 
contains 5 times as many cards as other systems hold in the 
same space; reduces all finding locations to just one; eliminates 
changeover costs. Now there’s no more tugging, toting, flap- 
flipping or pulling...Revo-File is modern...clerks work while 
comfortably seated. And remember, one quick spin of the Revo- 
File drum gives you the card you want...in just 1% seconds. 
For further information, send coupon today. 


NEW MOSLER REVO-FILE 


.. the modern rotary card file...another fine product of 
The Mosler Safe Co. ,320 Fifth Avenue, New York1,N.Y. 
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4 
| REVO-FILE DIVISION ¢ THE MOSLER SAFE CO. | 
| Department OM-658, 320 Fifth Avenue, New York 1, N. Y | 
| Gentlemen: | have 2,500 or more cards and— | 
| [J] ! am interested in additional information on Mosler | 
| Revo-File. | 
(] | am interested in a free 30-day office trial of Mosler 
| Revo-File. | 
Nome 
| Position ne | 
Company. ee 
| Address_ — as a | 
| City Zone.__State | 
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Write today for your 
copy of Brochure 
No. 137. In the return 
mail, you'll get all 
the facts about the 
complete line of 20th 
Century office furni- 
ture by Peerless. 


66 


This excitingly new 


PEERLESS ‘i 


LINE OF EXECUTIVE FURNITURE 
combines efficiency and modern styling 


The Peerless 20th Century Line of Executive 
Furniture is a new design concept in enduring 
metal. Available in a wide choice of functional 
colors; including a complete range of models 
serving today’s needs of the executive office. 


The stylized vinyl edging is a standard 
feature on all style models. All pull shelves are 
Textolite finished; matches your color choice of 
the work top surface. 


Your nearby Peerless Dealer needs but a few 
minutes to present all the facts—to outline all the 
advantages you gain when you consider the 20th 
Century Line for your next refurbish of the ‘front 
office.” Ask us for his services . . . you'll find 

he’s an expert on office furnishings and 
office efficiency. 


PEERLESS 


_ STEEL EQUIPMENT CO. 


_ 6600 Hasbrook Ave., Philadelphia 11, Pa. 


NEW YORK CHICAGO HOUSTON LOS ANGELES q 
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Tools of the Office 


Inc., 315 Fourth Ave., New York \ 
Line of desktop Victor Sorters {i 
sorting correspondence, with 25 alpha 
betical dividers. Further details po 
available at press time. 

Yawman & Erbe Mfg. Co., 109, 
Jay St., Rochester 3, N. Y. Y andf 
Direct Vision Sort-O-Mats are ¢&. 
signed to accumulate mail throughow 
the day for a single mailing; 209 
pieces can be held, alphabetically son 
ed, in a space requiring 2 square f 
of floor space. Also, sorting racks and 
sorting bins. 


Furniture and Miscellaneous 
Equipment 

Better Packages, Inc., 252 Canal St 
Shelton, Conn. Gummed tape dis 
pensers which can cut predetermined 
tape lengths, label and stamp mois 
eners, and labelors used to afhx un 
gummed labels. 

Can-Pro Corp., 19 E. McWilliam: 
St., Fond Du Lac, Wis. Line of can- 
vas and leather mail bags and distrib- 
uting cases and carts. 

Cel-U-Dex Corp., P. O. Box 112. 
New Windsor, Newburgh, N. Y. Seli- 
adhesive transparent labels and _ label 
holders used by post offices and in 
company mail rooms for sorting boxes. 

W. A. Charnstrom Co., 422 S. 7th 
St., Minneapolis 15. Collapsible, porta- 
ble, steel mailbag holders for 2 to } 
bags priced at $34.50 and $49.50. 

Cheshire, Inc., 1644 N. Honore St. 
Chicago 22. Labeling equipmen 
which cuts off and attaches labels to 
magazines and catalogs and ma 
chines which cut off and attach labels 
addressed on various addréssing sys 
tems, ranging in price from $3000 to 
$20,000. Also, stamp afhxing machine. 

Chesley Industries, Inc., 24777 Tele 
graph Rd., Detroit 41. Line of porta 
ble mail carts for pick up and delivery 
of inter-office mail. Priced around 
$60. 

Corbin Wood Products Div., The 
American Hardware Corp., P. O. Box 
1324, New Britain Conn. Line of 
wood mailroom furniture including 
tables, cabinets, etc. 

Cummins-Chicago Corp., 4749 N. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 90. 
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Muscles of 


MYLAR’ 
make 


Columbtia’s 
New 


EXEC 
M-5S 


t h e S f r 0 ng e A) f Mylar, DuPont's super-strong, super-sheer polyester 


film, puts the muscles in Columbia's new Execu-Tape « ; 


carbon ribbon M-50 style ribbon, the new carbon ribbon that . Pi 


actually defies breaking, tearing or ripping by 
: dad l a any business machine. Execu-Tape M-50 calls an 
€ VE T 4 Ve Op é emphatic halt to costly ribbon-fixing interruptions 
ie . . . keeps your machines breezing along. Ribbon 


changes are reduced, too: Execu-Tape M-50 is the 
longest carbon ribbon of its diameter there is. 


TRADEMARK 


4° 


ee 


In addition, Execu-Tape M-50 creates typing that . 
challenges detection from actual printing: its rugged 

sheerness encourages the keys to transfer all the 
carbon to the typed page. You'll witness a 4 
sharpness of write that unmistakably says q 
“executive” correspondence. And masters—for . 
offset, hectograph and most copying processes— ¢ F 
are sharper, surer, more masterful! , 


Switch to new Execu-Tape M-50—the strongest Ss 
carbon ribbon ever developed—and forget about re 
rips, tears and breaks! si 


EXECU-TAPE M-50 *OuPont Reg. T.M. 
STYLE RIBBON BY 


COLUMBIA RIBBON AND CARBON MANUFACTURING CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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b * F jap YOUR SECRETARY uses an 

office copier—a Kodak Verifax 
Copier or any other—you trim costs 
by eliminating retyping and _ proof- 
reading. But how much you save will 
often depend on the location of the 
copier. 

If secretaries have to travel out of 
their departments to get copies—if 
they’re away only 5 to 10 minutes 
each time—you're paying from 12¢ 
to 24¢ extra for your copies. (Have 
your own methods men check.) In 
other words, the nearer the copier, the 
more you save. 


Kodak’s Answer 


Realizing the need to cut “travel” 
costs and thereby cut copying costs, 
Eastman Kodak Company has de- 
signed a new Verifax Copier—the 
Bantam. And has priced it at $99.50 
so that youcan now make office copiers 
immediately available to everyone... 


‘ like typewriters and telephones. 
You Quickly Save 
. Cost of each Bantam 


Putting these capable copiers in every 
department of your business will prove 
the soundest of investments. Your 
savings in “travel time” alone will 


no doubt cover each Bantam’s cost in 
a month or two. No one need take 
more than a few steps to get quick 


copies of orders, letters, reports—any 
of the myriad items handled daily in 
mee all departments. Nothing will so speed 


Bantam—despite its unheard of low 
price—isa true Verifax Copier—gives 


343 State Street, Rochester 4, N.Y. 


eeoeeeeceeeececesess MAIL COUPON TODAY ++eeeeeee% 
EASTMAN KODAK COMPANY, Business Photo’ Methods Division 


Gentlemen: Please send folder describing Verifax Bantam Copier 
and savings it makes possible. Also names of nearby dealers. 


Name Position 


Now you can save up to 24° 
every time you make copies 


New Verifax Bantam C Jopier—only $99.50— 
makes dry, lasting copies in 1 minute for 2¢ each 


you all the advantages of Kodak’s 
unique Verifax copying method. 


See the $99.50 Bantam in Action 


Mail coupon . . . or have your local 
Verifax dealer stop by and show you 
how capable the new Bantam really 
is. You'll find him listed in “Yellow 
Pages” under duplicating or photo- 
copying machines. 


(Price shown is manufacturer's suggested 
price and ts subject to change without notice.) 


roe communications and cut copying costs tt: 
es throughout your company! And the erliax 


DOES MORE... COSTS LESS... 
MISSES NOTHING 


Company 


Street 


City State 
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Tools of the Office 


Ravenswood Ave., Chicago 40. Line 
includes mail marking and dating 
perforators capable of dating as many 
as 20 items simultaneously. Further 
details not available at press time, 

Dependable Mfg. Co., 2407 Ft 
Crook Rd., Bellevue, Neb. Line of 
Rite Hite mail room stools adjustable 
to any height from 25 to 35 in. Price 
range: $17.90 to $25. 

The Dick Mailer Co., 137 W. Tup. 
per St., Buffalo 1, N. Y. Line of de. 
vices to apply addressed labels to vari- 
ous mailing pieces. 

Equipto, Div. of Aurora Equipment 
Co., 422 Cleveland, Aurora, Ill. Line 
of mailroom furniture including tables 
priced from $30 to $100. 

Evans Specialty Co., Inc., P. O. Box 
8128, 1800 E. Grace St., Richmond, 
Va. Evans Tacky Finger Fingertip 
Moistener as an aid in sorting, gather: 
ing and counting. 

Friden, Inc., 2350 Washington Ave, 
San Leandro, Calif. Line of tables 
mailbag holders, bags, distributors. 
Also, manual stamp afhxing machine 
priced at $40 and stamp vending ma 
chines priced from $590 to $620. 

Lansdale Products Corp., Box 568, 
Lansdale, Pa, Harvey Satety Cutter 
and Perforator has scoring attachment 
to help make up odd-size cartons from 
flat stock. Priced from $39.50. 

Le Febure Corp., 716 Oakland Rd. 
N. E., Cedar Rapids, lowa, Mail sort 
ing carts. Further details not avail- 
able at press time. 

Marsh Stencil Machine Co., 82 
Marsh Bldg., Belleville, Ill. Line of 
gummed tape dispensers. 

Nashua Corp., 44 Franklin St. 
Nashua, N. H. Line of gummed tape 
dispensers. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Tickometet 
counting and marking machine, for 
imprinting dates, consecutive numbers, 
endorsements, signatures, cancellations, 
etc., at speeds to 1000 per minute; 
prices from $1460 to $2535. Mailroom 
furniture, including sorting racks, sort: 
ing bins, tables, and mailing machine 
cabinets. 

Royal McBee Corp., Port Chester 
N. Y. McBee Handiprinter is portable 
spirit type duplicator that reproducts 
fixed information, such as name and 
addresses, on statement heads and ef 
velopes. 

Seal-O-Matic Dispenser Corp., 16) 
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3;EMENT 


«| for “on-the-job” proof of speed —ease —precision! 


Witn Olympia on the job you have the world’s 
finest typewriter. to do business with...equipped with every —- 
worthwhile feature for easier, faster, finer typing! —— 


Addressing envelopes? For speed and efficiency, test the 
automatic paper injector illustrated above. Set “feed-dial’— 
pull lever—and there’s the envelope... positioned and aligned— 
ready for typing! Automatically ejects, too. 


Just one of the outstanding typing aids Olympia offers—at no extra 
cost. Modern and smart-looking, they’re precision-built for quiet, 
consistent, trouble-free performance—year after year. You’ll 
find it’s smart business to see what Olympia can do— before 
you decide on any other typewriter! 


Nationwide sales and service— ’ 
through authorized Olympia dealers. Write For A Free Demonstration Trial Today! 


OLYMPIA Typewriter Division 
Inter-Continental Trading or. 
90 West Street, New York 6, New York 
Gentlemen: : 
— I'm interested in a free “on-the-job” demon- + 
stration trial of your Olympia precision-built ¢ 
typewriter. 
— Please send me your free, fact-filled illus- 
trated brochure. 


M-I 


for typing perfection 


WRITES BEST OF ALL... 
BECAUSE IT’S BUILT BEST OF ALL 


NAME. 
COMPANY. 
OLYMPIA DIVISION STREET. 
rs RRR 
mter-Continental ae open SO Caas Sineae + See Tats 6, Now York ine vest eeeeeeeeeeseeee recone ti eeeeeeeeee 
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Make sure you get all these features... 


specify GENERAL ELECTRIC 


_ WATER COOLERS 


4 


, 
Prevents ; »h r 
splashing, ' “nt 
spilling, 


splattering of 
bubbler stream. 
Stainless steel— 
easy to clean. 


Full width design 
permits water 
control from any 
point in front 

of cooler. Special 
design prevents 
scuffed shoes, 
stubbed toes. 


Just dial the water 
temperature you 
like best. Eight 
different settings 
offer wide 
selection. 


PLUS 


@® ADJUSTABLE BUBBLER 
@ HANDSOME STYLING 
@ SPACE-SAVING DESIGN 
@ 5-YEAR PROTECTION PLAN 


How many water coolers 
do you need and where should 
they be located for best results? 


G-E Water Coolers are available in 14 differ- 
ent models with capacities from 2.85 to 21.5 
gallons per hour. Call your local G-E Water 


Cooler dealer or write to General Electric Co., ASK ABOUT Hot and 
° — Py = Cold Combinations, 
Air Conditioning Department, 5 Lawrence pressure and bottle 


types—also refrigerated 
compartment models. 


Street, Bloemfield, New Jersey. 


Progress /s Our Most Important Product | 


GENERAL @@ ELECTRIC: 


In Canada, Canadian General Electric Co., Ltd., Montreal 


70 Use Readers’ Inquiry Coupon on Page 90 


Tools of the Office 


Murray St., Newark 5, N. ]. Line of 
gummed tape sealing machines. 

Syntron Co., 715 Lexington Ave, 
Homer City, Pa. Line of joggers, in- 
cluding electric model, that aligns 
pages and shakes down envelope con- 
tents before placing envelopes in open. 
ing machine. 

The Toledo Metal Furniture Co, 
1100 Hastings St., Toledo 7, Ohio, 
Line of steel general purpose tables 
with lower storage shelf, some 
equipped with drawers. 

Weber Marking Systems, Div. of 
Weber Addressing Machine Co., Inc, 
215 E. Prospect Ave., Mount Prospect, 
Ill, Handprinting devices for address. 
ing labels and tags directly to carton, 
priced from $7 to $31. 

Yawman & Erbe Mfg. Co., 1099 
Jay St., Rochester 3, N. Y. Line of 
mailroom furniture, including tables, 
sorting bins and sorting racks. 


Next Month: 
Equipment used for 


Automation in the 


office 


Small companies— 


(From page 49) 


erations without human direction or 
control. Any mechanized operation 
that fulfills this, whether electronic o 
not, represents a degree of automation. 

And this exposes another of the 
fallacies around which so many mis 
understandings have grown up. Auto 
mation does not necessarily imply ¢ 
computer, or an electronic compler. 
In the sense of mechanizing mass cler- 
ical processing operations, other ma 
chines, as long as they can _ perform 
sequential operations, under mechanic: 
rather than human direction, can ac 
tually be said to automate that par 
ticular series of operation. The fact 
that human operators have to ente! 
the fresh data originally into the m* 
chine does not invalidate this principle: 
in the most elaborate electronic com 
plexes, data origination still has to b 
carried out by a human being, even ! 
that human being only enters figure’ 
on a tape at some remote point in the 
field, with all subsequent transmissio? 
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‘ teamwork pays off 


Here’s why Reader’s Digest includes Standard Register 
specialists in its studies, told by RusseLt L. HARRELL: 


“Several years ago we had to develop new methods 
for improving subscription service to our millions 
of customers and to provide additional management 
data. As a result of this action, we inaugurated a 
company-wide systems study which, in turn, led to 
the installation of electronic computers and integra- 
tion of all data processing. Standard Register repre- 
sentatives have participated in every step of our 
program. We have grown to depend on their assist- 
ance in system planning, in addition to their engi- 
neering of all forms applications. The cooperation 
between Standard Register and our staff has been of 
significant value.” 

You can profit, too, by making Standard Register a 
member of the team for *Paperwork Simplification. 
Our representative can bring the outside viewpoint 


—the knowledge of systems and of today’s 
practical techniques that is derived from the 


experiences of a great many companies. His 
specialized service costs you nothing as a 
Standard Register forms customer. 

Write for the interesting story of “Data 
PROCESSING AT THE DicEst’”’: case history free. 


* 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF, 
Sales and Service Offices in Principal Cities 


Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; 
and Fayetteville, Ark. 


associates: R. L. Crain Limited, Ottawa, Ontario, Canada « W.H. Smith & Son 
(Alacra) Ltd., London, England « Gemah Formas Continuas, Caracas, Venezuela 
¢ Impresora Ariel, S. A., Havana, Cuba « Sten Dahlander, Stockholm, Sweden, 


Standard Register 


PAPERWORK SIMPLIFICATION 


Business Forms 
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4 in just 


4 seconds” 


---cOmpare copy methods; 
you’ll use this one! 


You'll use this copy maker because here is the world’s cleanest, 
simplest way to copy. Only ‘“‘Thermo-Fax” Copying Machines give 
you an exclusive dry process copying method that is completely All- 
Electric. No chemicals. No liquids. You make copies in 4 fast seconds, 
for as little as 5¢ each. Try it in your own office on letters, orders, 
reports, or any forms you now must retype. You'll see how the truly 
modern simplicity of dry process copying makes other methods old- 
fashioned. And you’ll see a brand-new way to save time and money. 
Call your dealer for your demonstration now. Or send coupon for full 
details and your free copy of our helpful business communications book, 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


eROOUCr o, 
4, 


\) 


LESS. 


= 
*"€seanc™ 


Thermo-Fax 


GS copYING PRODUCTS 


eeeeereereereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


IN 4 [Jaee)\fe@ Minnesota Mining & Manufacturing Company 


Dept. KN-68, St. Paul 6, Minnesota 


Send my free copy of your new book, Better Business Communications, and full 
details on the THERMO-FAX ‘“‘Secretary’’ Copying Machine. 


Nome 


Cc 


r Lf 


Address 


City Zone. State 


The terms “Thermo-Fax” and “Secretary” are trademarks of Minnesota Mining & Mfg. Co. 


and processing of those figures carried 
out automatically. 

So we actually have four carding| 
points to deal with in the field of auto. 
mation: 

1. Automation can exist in a situa. 
tion where there is no electronic com 
puter whatever, as long as a series of 
operations, requiring independent com 
putations, and reconciliation of various 
types of information to obtain varying 
results, are handled mechanically, with. 
out the need for human direction o: 
control. This would be automation of 
one process only, rather than autom: 
tion of an entire processing sequence 
But whenever large masses of data 
must be handled, even in a small com 
pany, the speed and accuracy of mo. 
chine work make investigation, at 
least, of the possibilities of machine 
applications wise. 

2. Electronic computers, so often 
presented as equivalent to “automs 
tion,” are actually only one group of 
many possible types of tools in th: 
field of routine data processing. Their 
advantages over other machines lie in 
the fact that they can work faster than 
other mechanical processors and ca 
carry out more sequential operation 
than any other group of machines, ca: 
combine more given functions withi: 
themselves. Their “memory”, thei 
ability to store tremendous quantitic 
of data, and the fact that they car 
carry out a long series of instructions 
making the correct choice between 3: 
ternative decisions when alternative 
are possible, are added advantage: 
when extremely large masses of dati 
must be handled, or when extremeli 
involved clerical sequences, calling for 
individual item decisions, must >: 
carried through. 

But these are advantages over othe: 
machines, rather than characteristic: 
that distinguish the computer from 
all other machines. If a company doe: 
not require such tremendous speed. 
such tremendous capacity, it doesn’ 
require a computer at all—for routint 
clerical processing chores. Other sim 
pler machines, which can_ still wor 
faster than human beings. will do th 
job. And, if the clerical work load » 
heavy enough to justify a comput’) 
at all, perhaps one of the smallest unit 
on the market will be more thé 
enough to meet the company’s needs 

3. This is one area, one phase © 
automation—the mechanization of & 
tain parts of the processing sequen 
which under manual methods woul! 
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and cai Agence: company meets the big Profit Challenge of 1958 
aii with an Edison Voicewriter tailor-made dictating system. 
ines, cai er 
s withir i 
* thei mV, Dy ° ° 9 _ 
ae abisco tnereases efftctency:.. a 
hey cat a} 
ructions, , q a 
pA improves correspondence output and saves $30,000 3 
vantage annually with Edison Voicewriter dictation! 
of dati 
‘xtremeh National Biscuit Com i ? 
eae pany controller, Nabisco more than $30,000 a year? 
ulling tor C.S. Webster says: ““We set out to cut A Voicewriter tryout is easy! 
must b:} the cost of our General Office type- There's no need to start off with a large 
written communications load and, at system. With the Voicewriter VPC-1, 
ver other the same time, find a more effective doubling as a dictating instrument and 
acteristic} | Method of handling this necessary job. _ secretarial transcriber, any executive 
ter from Centralized dictation recording with can quickly clean up correspondence at 
any, does Edison Voicewriter has supplied the his desk, at home, or on the road. . . 
1s speel| | MaweT to both problems by cutting —_ have time for other important tasks. 
_) quipment cost 65%... by improving = And with the Edison easy-pay plan it 
t doesn our output of correspondence 31% . costs only $17.81 a month. _ Let us prove that 
ir routine by doubling our capacity for typewrit- Your secretary will like the Voice- you _ rua with basannnme 
ther - ten correspondence of all kinds. writer, too! Your voice comes through a _ heed find prep what 
ull ers Edison . . . the organization that pio- accurately, without interruptions, on pee wally aa te ego. ier ioe 
ill do th neered dictatingequipment and network — the Voicewriter Diamond Disc. Secre- much more it offers over the so-called 
k load dictation .. . has over 70 years’ experi- taries can take care of routine typing economy makes! For a free demon- 
comput} ence in the office correspondence field. _ faster, with less effort . . . and have caeiine on ts re a agg ~ 
est untt Why don’t you investigate the Edison more time for the interesting responsi- ; ; 
ore that Systems know-how that currently saves bilities of a “Girl Friday.” 
y's needs 
phase « e es . 
poh Edison Voicewr iter ¢ a product of Thomas A. Edison Industries 
ds woul'f Thomas A. Edison Industries, West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario e 
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Why in the world 
should you accept 


~ FREE 


TRIAL 
OFFER? 


Because office staplers are a necessary 
and vital part of the work flow of prac- 
tically every business enterprise. 


And when you find one that’s handier, 
quieter and more trouble-free, like 
Neva-Clog, you’ve made a really worth- 
while discovery, especially when it’s 


One that executives like 
because it’s flat and fits nicely 
into a shallow desk drawer— 


° and serves far better than old- 
> fashioned pins or clips. 
One that secretaries love 


KK because it’s so svelte, works so 
quietly —“‘It just clicks” —and 
t 21 because it nestles conveniently 
but out of sight in the type- 

writer well. 


One that file clerks prefer 
because it works right at the 
file—with no solid surface re- 
quired to bang on as with 
desk-type staplers. 


And one that salesmen 

go for in a big way 

because it rides so easily in a 
brief case and helps so much 
to keep papers in proper order. 


—, 


> 
hat’s Why! 
And you decide, after a 10-day fair trial 


that costs you not one cent whether or 
not it’s all we claim. You be the judge. 


ASK YOUR SUPPLIER. If your commer- 
cial stationer is a Neva-Clog dealer— 
and most are—he can arrange this free 
trial for you direct from the factory. 
How can you lose? 


NEVA-CLOG 


PRODUCTS, INC. 


Bridgeport 1, Conn. 
& 


©. H. DAVISON ©., Pacific Coast Rep., 609 
Mission St., San Francisco, Calif. 

JIM W. COOPER JR., Southern Rep., P. O. Box 
2152, Atlanta, Ga. 

CANADIAN STAPLES LTD., Montreal, Toronta 
Winnipeg Vancouver 
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require a series of steps, into one auto 
matic operation. This might be termec 
the first degree or level of automation. 
It produces results in terms of lowered 
costs, if the unit chosen to do the work 
is selected realistically in terms of the 
company's needs and volume, increased 
accuracy, and speed. 

4. The second degree or level ot 
automation is the one that potentially 
is much more important to business 
than the first, but strangely has_ re- 
ceived far less emphasis than the first. 
This is the possibility of employing the 
high processing speeds of current ma- 
chines to consolidate information ir. 
entirely new ways, of eliminating man 
current internal reports, checks, analy- 
ses, in favor of feeding relatively raw 
basic information into a machine pro 
cessing sequence, and extracting from 
that sequence the actual summarized 
operating information managemeni 
needs to guide the company. 


(To be continued ) 


Forms— 


(From page 37) 


is sent to receiving for use as a check 
on quantity when the order is deliv- 
ered, and the third-part is sent to the 
vendor. When used as a request for 
quotation, original is filed alphabetical- 
ly by vendor name; duplicate is for 
follow-up; and the tag  self-mailer is 
again sent to the vendor. 

Since Receiving’s checking copy is 
a carbon of the basic order itself, errors 
in checking quantities in the Receiv- 
ing Department have been cut to a 
minimum. The company has _ also 
found that the simple handwritten 
forms have speeded up the entire or- 
der process; clerks fill out and maii 
the simplified purchase orders when- 
ever stocks approach the minimum 
point on any given drug. Thus, in- 
ventories on the perishable drugs al 
ways stay at safer levels than was the 
case under the former system. More- 
over, the company, under this simple 
but effective inventory replacement 
system, finds that it is saving money 
over its previous procedures. It still, 
of course, uses regular purchase orde¢ 
forms for larger orders of non-perish- 
able materials. But for frequent smal. 
lot purchases of a large number of 
different items, it has found the simple 
Handyset form efficient, accurate, and 
economical. 


Automation— 


(From page 45) 


held in the new arrangement }; 
spacer rods on the floor of the housin: 
unit. According to VISIrecord, IB\ 
will do the notching for its custome; 
at its card plants, and this service wil 
be offered by IBM sales representative, 
throughout the country. Notchiny 
may be done at either end of the cari 
and does not interfere with full ux 
of all 80 columns. IBM has announce 
that it has tested the notched cards suc 
cessfully on many of its collators, sor 
ers, accounting machines and various 
other equipment. 

When a card is removed from th 
new filing system, a “card out” signd 
on the adjacent card automatically be 
comes visible. 

VISIrecord also has announced de. 
velopment of another new housing 
unit called “VIStem” for filing up tw 
35,000 IBM punched cards in_ packs 
or decks. In it, packs are constant 
supported to provide a 40-degree filing 
“V". Card rows are permanently seo 
arated to provide finger space betweer 
them. 

Single housing units may k 
equipped for filing both individual 
cards and related small sets. in add: 
tion to large packs. 

Of heavy steel construction, the units 
have no mechanical moving parts. A 
work surface which slides back ané 
forth within the top of the unit b 
available. 


C.1.T.— 


(From page 36) 


space and facilities for scheduled after- 
hours activities — from weaving and 
painting to ceramics and photography. 

A special room has been provided 
for in-service employee training. It has 
a capacity of about 25 persons and i0- 
cludes necessary training aids, slide 
projection equipment and related ma 
terials. An auditorium, seating appro 
imately 200, is used for stockholde: 
meetings, club meetings and confer: 
ences. It can be divided into two sep 
arate rooms by soundproof folding 
panels. 

Unlike most of the building, which 
is fluorescent-lighted, the second floor 
is illuminated by a combination of i 
candescent and fluorescent fixtutts 
which enhance an atmosphere of » 
formality and intimacy. The outside 
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now! 
every business® 
Can use cost-saving 
“procedural 
microfilming” 
with the 


* Send today for actual applications show- = 
ing how your business can save money 
with the FLOFILM 9600 portable microfilm 
camera, and free copies of “An Introduc- 
tion to Microfilm’’ and ‘Manual of Pro- 
cedural Microfilming”. 


Check literature desired—clip coupon to letterhead and mail today! 


| PLEASE SEND THE FOLLOWING: 
[_] An Introduction to Microfilming 


Please send me case histories of the following: (j Credit Unions 


(_] Doctors 
() Accounting Use |_| Loan Companies (] Dry Cleaners 
(_) Appliance Dealers {| Manufacturers (] Dry Goods 
|.) Auditors {_] Oil& Gas Companies Retailers 
[|] Automobile Clubs _ |_| Breweries (_] Fuel Dealers 


(_] Banks |_| Cemeteries 


Furniture Stores 
(|_| Certified Public W 


(_} Bookmobiles (_] Hospitals 


| 
| 
| 
| 
| 
| 
| _} Jewelry Stores 
| 
| 
| 
| 
| 
| 
| 


Accountants _] Hotels 
(_} Laundries (_} City and State (] Insurance 
) Libraries () Colleges Companies 

« (_] Phone Companies 

{_] Power Companies 
INCORPORATED Dept. % erated 
Flofilm Division e Norwalk, Conn. Address 

| Sales and Service Offices in All Principal Cities ae Zone 
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MOTORIZED - PORTABLE + Costs No More Than A Fine Electric Typewriter! 


[_] Manual of “Procedural Microfilming”’ 


==. a 
=i ¢ FF i382 ww“ * 
s — we — : 
br t/? if — . 
: ~~ = = ' Pst 
_— 
The Only Microfilm Camera Specifically Designed for Procedural Microfilming! z p 


(| Publishing - Printing 
(] Radio & TV Stations 
|_| Railroads 
{| Retail Stores 
|_| Schools 

| Stock Exchange 
Firms 

_ Supermarkets 
‘| Telephone 
Companies 
Utilities 
Wholesale Liquor 
Dealers 


OC) 


State 
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out of minutes 


Businessmen who cherish time as money choose 
ADVANCED Monro-Matic® Calculators. The reasons 
are obvious. Across the board a Monro-Matic does — 

“more automatically ... automatically faster... auto- 
matically surer...than any, other calculator on the 
market. Owners enjoy greater work output per man- 
hour... higher standard of figurework accuracy. 


wai Monro-Matic Calculators are being ——_ cad 
Bs top companies like these: 


Cetevtatiny Machine Company: theiinilion New Jersey - ADDING +» ACCOUNTING i 


DATA PROCESSING MACHINES 
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(From page 74) 


plantings on the — setback, visible 
through the windows of most rooms 
on this floor, present an appealing 
gardenlike view. 

The six upper floors—floors three 
through eight—are devoted entirely to 
ofice space. The first five of these 
foors contain the various home office 
departments and divisions of the par- 
ent company and _ its subsidiaries. 
These include Service Casualty Com- 
pany, Service Fire Insurance Company, 
Universal C.I.T. Credit Corporation 
and Patriot Life Insurance Company. 
The eighth floor houses the board 
room, and the offices of the president, 
executive vice president and other sen- 
ior officers. The elevator lobby on this, 
as on each floor, is decorated in its own 
individual color scheme, and, within 
each floor, a related color pattern is 
carried through. A bow-shaped_ table 
of Macassar ebony, seating 30 persons, 
and rosewood paneling flanked by 
panels of rough rolled glass are distinc- 
tive features of the board room. 

Typical office floors were designed to 
present, in the words of the company, 
“a feeling ot unity within each floor 
... and of individuality for each office 
and department.” Because of the sim- 
ilarity of function, floors three through 
seven were designed according to an 
identical basic plan. Executive offices 
and conference rooms are ranged along 
the exterior walls, general working 
areas in the center. Individuality is 
preserved in these rooms, however, 
through skillful use of decorative tech- 
niques in employment of color and 
light and in coordination of materials. 


—— 


) 


— 


Floor-to-ceiling partitions of translu- 
cent glass and metal give an open, 
spacious feeling and extend the view 
throughout each floor. The furniture 
provides a contemporary setting that 
compliments the styling of the build- 
ing. Drawers and other moving parts 
are soundproofed. In many offices, L- 
shaped desks provide double the usual 
amount of working area, and all desks 
and chairs are adjustable in height to 
suit individual requirements. 

As indicated previously, the eighth, 
or executive, floor is arranged differ- 
ently from other floors. Set back from 
the facade about 20 feet and sur- 
rounded by a landscaped terrace, its 
“glass penthouse” motif houses execu- 
tive quarters, two conference rooms, 
lobby and reception area. The garden 
consists of more than 25 plant group- 
ings, each centered around flowering 
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crabapple trees. Other plants include 
the evergreen shrub andromeda, Jap- 
anese holly and English ivy. It is de- 
signed to appear as a formal garden 
from below, but informal to persons 
walking through it. 

Other features of the new 
tive offices include specially - eng! 
neered year-round air conditioning, 
with separate electronic temperature 
controls for each working area and 
private office; exclusively-designed por- 
table office partitions; acoustically-engi- 
neered interiors; public address sys- 
tem; master television antenna with 
complete stand-by wiring for both 


execu- 


black-and-white and color TV instal- 
lations, and off-street loading areas. 

From its structural framework to 
its interior decoration, the C.1.T. build- 
ing was designed around a five-foot 
module. Thus, important items of fur- 
niture are designed to fit into these 
five-foot multiples, and electrical and 
telephone ducts in floors, and lights 
and ventilating ducts in celings, follow 
this modular pattern. The third floor 
was reinforced so that electronic com- 
puting equipment can be installed in 
the future, if necessary. Lastly, heating 
pipes are embedded in the concrete o¢ 
tne sidewalk surrounding the structure 


(Until Mary brought in the Osmefan) 


Nothing galls our Financial V.P. like 
the smell of a strong cigar. Recently, 
while reviewing our budget, I made the 
mistake of lighting up my favorite 
Havana. The V.P. took a deep breath, 
gagged, and our budget and three 
months work nearly went up in smoke. 

But Mary, my wonderful secretary, 
in her usual! efficient manner, quickly 
brought the problem under control. 
She slipped into my office with the 
Airkem Osmefan that we normally use 
in the file room to get rid of stuffy 
odors. She plugged it in and in no time 
at all the room was smelling clean 


ness, stuffiness or other office odors are 
tainting the air around you, it’s time 
you called your Airkem representa- 
tive. He specializes in making the in- 
door air pleasant, clean-smelling and 
easy-to-work in. Countless firms use 
Airkem in both air conditioned and 
non-air conditioned areas such as 
board rooms, offices, file rooms, eat- 
ing places, sales floors and restrooms. 
Other Airkem products will help pro- 
tect your personnel from infectious 
disease while keeping your business 
area clean and bright. 


and fresh. The V.P. relaxed and 
we got our budget. 
If cigar or cigarette smoke, musti- 


Specialists in Odor Control 
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AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 
Please send me information on Airkem Services 


Title 


Company 


City 


OM-68 


Name 


Address 


Zone State 
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to prevent accumulation of snow and 
ice. 

The company was founded in St. 
Louis on February 11, 1908, and 
moved to New York City in 1915. Be- 
fore the recent move, it had been lo- 
cated for 31 years at 1 Park Avenue. 
According to Henry Ittleson, Jr., ex- 
ecutive vice president of the company, 
C.1.T. had outgrown these former 
quarters. The new improved and in- 
tegrated facilities, custom-tailored to 
the specific operating requirements of 
the company, have resulted, he added, 
in greatly increased efficiency. 


The  335,000-square-foot structure 
was designed by Harrison and Abram- 
ovitz, New York, and contractor was 
George A. Fuller Co. Eleanor Le 
Maire was interior designer. 
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Do Bosses 
Marry 

Their 
Secretaries ? 


Surprisingly, many of 
them do. We _ can't 
promise you romance, 
but if you become a 
perfect secretary 
through the consistent 
use of an A.W.FABER 
ERASERSTIK, you will 
surely come to the at- 
tention of your Boss. 

ERASERSTIK will help 
you turn out beautiful 
letters. A quick whisk 
and mistakes disappear 
as you erase without a 
trace. Removes a single 
letter without blurring 
the whole word. Use 
A.W.FABER ERASERSTIK 
and be sure of a better- 
paying job and—who 
knows — even romance. 


GRASERSTIK, 


ERVICE) U.S.A. 7099 B 
0.S.A.7066 


NALS 
BONS 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


Oa 
< 
rte) 
ceo 
z 
o< 


ts 


ERASERSTIK gives 
you your choice 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERaserSTIk for pencil, 

ink or typewriting. 

7066 and 70668 for those 
who prefer a soft, red type- 
writer eraser. 


ABER ORASERSTIK 


2 GRASER STK AL 


AW Faber-Castell Pencil Co. Newark 3, N. J. 


Graduates— 
(From page 40) 


creased by several hundred thousand 
workers each year from now on into 
the indefinite future, which is a total 
reversal of the situation as we have 
known it during the recent boom. An 
expanding economy would be matched 
by an expanding labor force. We have 
been used to an expanding economy 
with a relatively static labor force. 

And, if the recession should be re 
placed, not by another boom, but only 
by a moderate level of prosperity, it 
seems equally clear that there would 
be a labor surplus rather than the labor 
shortage we have been used to. In other 
words, many of the adaptations offices 
and personnel departments have de 
veloped to meet a chronic shortage of 
workers will rapidly become outdated, 
no matter what happens. 

Complicating the picture is the fact 
that the size of the labor market, anJ 
stability of clerical employment will be 
further increased by a dropping mar 
riage rate. Already, the recession has 
cut the marriage rate in February ot 
this year thirteen per cent below the 
incidence in February of 1957. This 
drop is radical, of course, and does 
not mean that the marriage rate for the 
entire year will be off by anything 
like this figure. But it does show a trend 
which will probably continue as long 
as there is any sizeable unemployment 
at all. And again the high rate of 
early marriages we have become used 


Write for details. Give machines. makes. models you use and measuremet! 
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528 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW Ohh 


to in the postwar years is basically 
phenomenon characteristic of a labo; 
shortage, when everyone is always con 
fident of finding work. If there is am 
labor surplus in the future, we can e- 
pect a marriage rate lower than tha 
of the past years. 

This in turn will mean more stability 
of employment among women em. 
ployees, which will mean a lessene} 
turnover rate in all clerical echelons. 

So all indications are that it will be 
an employer’s market in office recruit. 
ment for an indefinite period in th 
future. Not, perhaps, to the extent that 
there will be a large quantity of ap- 
plicants for every job, but certainly to 
the extent that no office need hire » 
poorly-qualified applicant because no 
one better is available. It can afford to 
match the person to the job with a 
great deal more precision than has 
been possible in the past decade, and 
it can afford to raise its personne 
standards throughout the office force 

If at the same time, it can break 
the stratification that has grown up 
in many clerical forces because of the 
low standards demanded of the lowe: 
echelon clerical workers, it may find 
that the easing personnel picture is : 
benefit, not only in terms of getting 
enough workers, but also in terms of 
getting workers capable of advancing 
in the ranks of the organization. 

It can, in other words, strengthen it 
personnel picture not only at the cler 
ical level, but, through opening new 
channels for advancement in the or 
ganization, also in the supervisory and 
middle management levels as well. 


QUIETEX material kills 


noise instantly! 


Successful noise control 
"at the machine" re- 
quires a different kind 
of acoustical material. 
QUIETEX has been de- 
veloped for this purpose 
only... It's "pillow soft” 
. . . It prevents NOISE 
bounce. QUIETEX used 
in Acoustinets absorbs 
sharp pitch of noise . -- 
assuring comfort for the 
operator and others. 
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as INDIVIDUAL as 


‘\” your SIGNATURE... 


THE DIPLOMAT Changepoint’s new and distinctive pen 


set for individual use and office standardization. Available 


in chrome or gold alumalite ball pen or fountain pen. 


KH hangypoint Gue 


TELEPHONE Di 3-7965 55! SOUTH ROCKFORD 
TULSA 20, OXLANOMA 


IT'S NEW 


DIPLOMAT 
$3.95 


H-O-N adds to the quietness 


and office efficiency rises 


H-O-N “210” FILES — a newly perfected all- 
nylon roller cradle delivers whisper-smooth 
action . . . dramatically reduces noise. You can 
have Hushed Filing at its finest in this sturdy 
281% inch deep file line. All of the most desir- 
able features at a remarkably economical cost. 


H-O-N “310” FILES — a new suspension file 
line in 2614 inch depth. For those who want a 
substantial, good performing unit at a real low 
price. 


Both above models are outstanding values in 
their price range. Letter and legal sizes with 
its locks optional in 2, 3, 4, 5 drawers. See your 
ae a local H-O-N dealer or write 


THE H-O-N CO. 


MUSCATINE, IOWA 


OFFICE EQUIPMENT \_ fzink 
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New 


personnel— 
(From page 42) 


of his job must be explained in such 
a way that the sum total of explanation 
is not an unintelligible jumble of de- 
tails. The learning process must be 
gradual, a step at a time, within the 
mental capacities of the trainee. 

The supervisor must question him- 
self constantly. Is each step presented 
as clearly and briefly as possible? Is 
the job beizg explained in logical se- 
quence? Is there a procedure manual 
available, or will the new employee 
have to struggle for information, or, 
even worse, resort to guesswork? 

Of vital importance—when some- 
thing is explained to the new employ- 
ee do his eyes light with understanding 


or cloud with confusion? The astute 
supervisor will carefully search the 
face of the trainee for satisfactory re- 
action. Any sign of doubt or hesitation 
should be immediately noted. Some 
people, especially when strange to an 
office or operation, are afraid to admit 
that the message has not come 
through. The supervisor should be 
aware of this characteristic. He should 
encourage questions, give the trainee 
to understand that asking when he is 
in doubt is smarter and will win more 
respect than keeping silent. It’s the 
supervisor's responsibility to see to it 
that the message does get through, that 
the job is being properly introduced. 
The importance of job attitude can- 
not be too strongly stressed. There are 
two general classifications of employ- 


Why is addressing a snap with 
DUPLISNAP.? 


...one of the original 
“MAIL AID? line 


TeRLEAVEO 
cARBON Y TICKERS * 


DUPLISNAP @® Reg. T.M. — U.S. & Canada 


MAIL AID ® Reo. T.m. — U.S. & Canada 


Duplisnaps are sheets of blank, 
perforated gummed addressing 
labels interleaved with smudge 
resistant carbon in easy-to-use 
“snap-out” forms. 


Handle the Duplisnaps set once, 
slip it in the machine, type 

the addresses on each label, snap 
it apart, and the job is done—more 
than a 20% saving in time. 


Two to six sheet sets available 
in white. Four part set also 
available in colors. Sold at 


all leading stationers. 


Because & typist, a typewriter 
and Duplisnaps give you a 
complete addressing department 
-at low cost. 


EUREKA SPECIALTY PRINTING CO. 


Dept. 33 - Scranton, Pa. 
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ee: those whose main interest is to 
keep track of the passage of time in 
order to determine when they will be 
permitted the freedom of a lunch hour, 
coffee break or going home. I feel sorry 
for this kind of person. He’s usually 
unhappy. The other type of individual 
takes a personal interest in his work. 
He looks ahead to the finished prod- 
uct, the completed project. He takes 
pride in his performance and keeps 
his mind open to possible improvement 
and change. He possesses a healthy 
ambition and knows that his owa 
progress is inextricably bound with the 
progress of his department and com- 
pany. 

This is the type of person who con- 
tributes to a successful operation. His 
attributes should be encouraged and 
developed from the very beginning of 
his employment. He should be made 
to know that management is aware 
of his efforts and abilities. Suggestions 
should be sincerely welcomed. Practical 
or not, they should never be brushed 
aside. The fact that he is sufficiently 
interested in his job to offer suggestions 
entitles him to a receptive supervisory 
ear. His ideas should be discussed in 
detail, merits praised, defects reason- 
ably explained. 

If the new employee shows open- 
mindness it is often a good idea to 
let him in on discussion at a level that 
is somewhat higher than his own. 
Search out his opinions and ideas. This 
will encourage him to expand his 
thinking even further. Possibly the new 
employee shows a potential for future 
supervisory capacities. This quality 
should be nourished from the outset. 
Getting him accustomed to problem- 
solving will pay off at a later date. 
When he is ready for the responsibility 
of making decisions on his own the 
processes involved will not be so new 
to him. Get him used to the idea of 
having to think for himself. Gradually 
he'll grow to enjoy the satisfaction that 
is to be derived from this practice. 

Criticism and praise—both are neces 
sary tools in the office workshop. If an 
employee is knocking himself out in 
an effort to do his job well it’s vital 
that management show recognition of 
this fact. Nothing discourages progress 
so much as indifference. In our econ- 
omy monetary compensation is nat 
urally a prime consideration. But other 
forms of compensation must not be 
overlooked, compensations that feed 
the ego, give one the feeling of ac 
ceptance, of being appreciated and re 
spected. An occasional, “nice job” of 
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SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 
Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
mects all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVE) 
business form. 

Sore’s 410 Translucent is manufactured 
with controlled translucency so that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Tour request on your own business letterhead will bring you 
@ portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


Middletown, Ohio 
Manufacturers and Converters of Stock Line and Specialty Popere 
Offices In: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


FACTORY: 
LEETSDALE, PA. 


79 Madison Ave. 
New York 16, N.Y. 
401 Wood St. 
Pittsburgh 22, Pa. 
564 W. Monroe St. 
Chicago 6, III. 
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Universal Atlas Cement Co., subsidiary of U. S. Steel Corp., N. Y. C. 


AU 


tables are 
- quickly stored F 
under the projection \\)))), 
_ boothand... “4 


Custom built for Uni- 
versal Atlas Cement 
Co., this HOWE Fold- 
ing Table has Formica 
top and drop edge. 


Same room, twice the space 
ooo with new, custom-built 


HOWE FOLDING TABLES 


Multi-purpose use of valuable floor space at Universal 
Atlas Cement Co. “decreases space costs, increases 
space usage, improves general operating efficiency.” 
So finds Alwyn W. Ogden, Office Manager. 

HOWE Folding Tables are an important part of Uni- 
versal Atlas’ Multi-purpose room set-up. Handsome 
HOWE Folding Tables fold and unfold in seconds, can 
be handled by one man. 


FREE! Make more efficient use of valuable floor 
space with HOWE Folding Tables. For free informa- 
tion, write for illustrated folder today. 

Custom Division 


HOWE FOLDING FURNITURE, INC. 
1 PARK AVENUE, NEW YORK 16, N.Y. 
| HOWE FOLDING FURNITURE, INC., Custom Division | 
| 1 PARK AVENUE, NEW YORK 16, N.Y. OM-68 


| Please send me your free, illustrated folder describing 

| custom-built HOWE Folding Tables. 

| My name Title 

| Company 

Address 

| City Zone State 
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“great idea”, when merited, will do 
much to bolster an employee’s morale, 
and keep his mind working in terms 
of self-improvement. This is doubly 
important when the employee is new 
to the company. At the beginning he’s 
a little unsure of himself, he has a 
problem of adjustment on his hands. 
That little nudge of encouragement 
can go a long way toward making 
him feel more at home and increasing 
his self confidence. 


On the other hand, what is the 
proper procedure when an employee 
“goofs”? The statement has been made 
that nobody like criticism. This is not 
necessarily true. There are two kinds 


of criticism, the kind that builds up 


and the kind that breaks down. The 


second kind serves no positive purpose. 
The kind that builds, however, if prop- 
erly presented, will be welcomed and 
appreciated by intelligent people. 
Let’s assume that an error occurred 
in the preparation of report. How 
should the supervisor react to this? 
Most likely his initial impulse will be 
one of anger, annoyance or disgust. At 
this point, however, a cooling off per- 
iod is essential. It would be folly to 
jump up angrily and go storming to 
the employee at fault, especially a new 
employee. It would be equally wrong 
to summon him impatiently to your 
desk. This would only serve to high- 
light his faux pas, show him up in 
the eyes of his co-workers, undermine 
his ego. The worker's inevitable re- 


What happens when..." V2 and 4 people” are born? 


Scene: An American Business office. 

Systems and procedures people today 
recognize a growing phenomenon in the 
American business office. It is a problem 
of their own creation prompted by the 
desire for more efficient operation. It is 
the problem of “YY and 14 people”. 


Action: A new costly computer is instal- 
led (Releasing many “1 and 14 people” 
from their usual work.) 


Reaction: Old-Fashioned Management 
thinks in terms of firing these released 
“ly and 14 people” — to justify the 


“Traveletter’’ Reg. U.S. Pat Off. 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


cost of installation. But — Modern Man- 
agement sees the fallacy of this reac- 
tionary reasoning. They recognize that 
any more efficient machine or system 
can, and does, result in a net saving. 
Suggestion: If you would like to create 
some “4 and 14 people” in your com- 
pany, investjgate Traveletter®. 

Here's what The Traveletter System does: 


1. Eliminates preparation and mailing of expense 
checks. 

. Streamlines expense report procedure. 

. Simplifies banking procedures. 

. Substantiates travelers’ reports for 
purposes. 


Traveletter’ 


The Modern System for handling 
Sales Expenses . . . Since 1894 


Pwr 


ILR.S. 


GREENWICH 6, CONNECTICUT 
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action would be rancor and resentment. 
This would benefit no one. 

The important thing for the super- 
visor to do is to determine the cause 
of the mistake, and make provisions 
to insure that it will not be repeated 
Discuss the matter with the employee 
calmly, and in private. Between the 
two of you as a cooperative working 
team, ferret out the reason for the error, 
and arrive at a logical measure for pre- 
venting it in the future. The objective 
of the criticism should be corrective 
rather than punitive. In fact, if the 
criticism is handled properly it will 
not seem critical at all. If the person. 
involved is at all conscientious it will 
be sufficient punishment that the error 
was called to his attention in the first 
place. 

On the other hand such supervisory 
action must be carefully tempered with 
a judicious amount of good common 
sense. If the worker seems _ uncon- 
cerned about his error, this becomes 
an entirely different problem, and here 
disciplinary measures are indicated. 
Generally speaking, where an employee 
does not regard his job performance 
seriously the best recommendation 
would be to have him transferred to 
the payroll of one of your competitors. 

Just one further point on this ques- 
tion of criticism. Being human, we all 
make mistakes. That goes for manage- 
ment and supervision as well. When a 
supervisor makes a mistake that is ap- 
parent to his subordinates the best 
thing he can do is admit his error 
openly and accept the “blame” for the 
error just as he would expect the other 
to do in like circumstances. This will 
give the impression that he’s a regular 
guy, not some aloof superior being far 
removed from the everyday working 
man. It will win respect, sympathy and 
admiration. It will make the task of 
constructive criticism that much easier 
when the necessity arises. 


It’s important to remember when 
dealing with new employees that the 
time to adapt this policy is right from 
the beginning. Responsibilities and 
duties should be clearly defined; un- 
regulated and undisciplined behavior 
should not be given the chance to gain 
headway in the department. 

One of the areas most often ne- 
glected in this business of on-the-job 
follow-up is that of progress review. 
A man was hired, let us assume, 00 
the basis of an interview and _ possibly 
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...cuts errors! 


This automatic numbering 
machine prints big 3” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
.. . consecutive, duplicate, 
repeat action. 
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WM. A. & CO., Incorporated 
A" 216 Nichols Ave. 
ey Brooklyn 8, N.Y. 
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WHAT are YOU LOOKING FOR IN 
Le BRIEF OR PROPOSAL 


APPEARANCE « 
ADAPTABILITY 
QUALITY 

LOW COST 
...THEN SEE SMEAD’S 


: mms) =60NNEW ARISTO-CRAFT 
THE No. 470 LINE BRIEF COVER LINE 


i 


Only by actually seeing them can _you appreciate the 
beautiful new colors, toning and designing of these new 
Smead covers, The “feel” of the material will tell you 
that here is a lasting quality surpassed by none. 
Available in six colors, Tan, Brown, Green, Black, Blue 
and Red with back coating in matching colors. A pressure- 
sensitive label is furnished with each cover. 

MATERIAL ... a one-piece, non-woven cover stock made 
of new cotton rag fibres impregnated with Latex and 
Pyroxylin coated, This processed leather finish Stamps, 
Embosses, Prints, or Silk Screens with excellent results. 
CONSTRUCTION ._. for sheet size 11” x 8%”. Embossed 
border and title panel... genuine brass, double-tang fas- 
teners and metal eyelet binding holes, Fastener spacing 
44” apart — 8%” outside centers. 

Also available with acetate window in the W470 line. 


SEE YOUR STATIONER for the complete 
line of Smead covers to fit every need. O.m. 


THE SMEAD MANUFACTURING CO. 


HASTINGS, MINN.- LOGAN, OHIO 
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correction tape 


FAST, NEAT,CLEAN+? NO SOILED HANDS 


Correcting fluid duplicator masters is a breeze with 
Avery adhesive Correction Tape. There’s no scraping, 
crasing or smearing. Save useless trips to the wash- 
room — no smudged hands or dirty fingernails — no 
wasted time. Just press on, then type on! It’s easy 
to use — fast and clean! 


Available in rolls ready to use in 1/6", 2/6" and 5/6” 
widths in handy Kum-Kleen dispenser. 


I. PRESS ON reverse side of 2.. TYPE CMORECTION with light 


master over error. No moist- i » 
ening . . . just LAY IT ON touch. Master stays in type 
with a finger touch. writer . . . no realigning. 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 
at your dealer, or from your regular office 
supply salesman — you'll like it! 


AVERY ADHESIVE LABEL CORP. Div. 151 


i17 Liberty St., New York 6 @ 608 So. Dearborn St., 
Chicago 5 @ 1616 So. California Ave., Monrovia, Cali- 
fornia @ Avery Adhesive Label Corp. (Canada) Ltd., 48 


Haas Rd., Toronto 15 @ Offices in Other Principal Cities 1 
Please send samples of Avery adhesive Correction Tape 
Sg a Tae 
te oe 

address__ 

city_ state 


JUNE 1958 Use Readers’ Inquiry Coupon on Page 90 


an, 


83 


a 


4 


r 


Pr 


tit iia: Came eae ou a Os a ic ee Cees “Ty ie feo: UT eee Se F 
: ee “?' 4 3 = 
ee 
i } ; | 
| 1 a gd a 
\} \ x ae, > 
Faanct o @ 4 Fs - i  - 
\\ fw a aaa al pelt. el Be syst ss i. 
t = i a oe NUMBER ———— = y 
\ \. Fs \ ce . ye" pet? cul oi || ¥ ie 
—————_ g 9 : 
a sig ————— 3 - ? 
| -! — | a . 
— = 
| a 
| ¥: 
— ——_ = se a atnmiamemmniioga " ————— = —— | a F 
| ee : -. 
a 
ABS Paget ss eB: «| -— 
i Ki - 
| tec tessa if 4 | me ae ? = cle eS v ; 
nth «, $id jhe J ee” : 
ae: C6. 5. te bed | * - Ss - © 4 = % iM ’ ce aeen 
Hs, eo ere ee ney s ee <a & > . 
ie Me eS ayy ta ~ 7 i a ‘2 si 
| & 
} Ly 
= | a 
Se a = ¢ 
| | } Dy a + 7 
i ee ; # ‘ 
4 ee i ea a, 
| | | %, : 
| 0 
r || 
z= =—Srr—<C;t™CC:COC*i y 
se J : cme 
a | , ; 
7 “ i a Te IRR ae. ’ ao Oe Oo nas. 


one or more tests he took. At best 
this hiring procedure can assist us in 
evaluating his potential and determin- 
ing his most likely abilities. No fool- 
proof system, however, has been con- 
structed to predict the job output of a 
new employee, and by output I mean 
ideas and attitude as well as volume 
of work. This can only be accurately 
determined by study and review. 
Progress reports should be main- 
tained on each individual employed. 
The supervisor must first determine to 
his own satisfaction that his expecta- 
tions concerning the new employee 
have been fulfilled. But his responsibil- 
ity to himself and the worker does not 
end here. At all times management 
should be on the lookout for the “un- 
common man”, the person with special 


Pee eee a 


talents, special capacities for creative 
thinking. Such people are rare, and for 
the good of all concerned, they should 
be carefully developed once their talents 
are recognized. 

Informal interviews between super- 
visor and employee can be helpful in 
fostering mutual understanding. It is 
management's responsibility to make 
sure each employee is assigned to the 
best possible job in accordance with his 
aptitudes. To do this you must know 
your people. Regarding the new em- 
ployee certain questions must be asked. 
Has he been given enough responsibil- 
ity, or too much? Is his work too difh- 
cult for him to grasp? Is additional 
training indicated? Is he bored, un- 
happy? Is something bothering him? 

During the interview these answers 
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Now! 


Work All Day Long 
Without Annoying Eye-Strain! 


IT’S ALMOST INVISIBLE GLASS 


WITHOUT GLARE... 


Eye-strain, eye-strain headache . . . that’s what you get when you 
sit behind a desk with an annoying; light-reflecting glass top. 
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should come to light. Also, it ther 
are petty grievances it’s better to air 
them in a friendly and forthright man. 
ner than have them fester in a per. 
son’s mind. In addition, the interview 
will provide an opportunity for th 
supervisor to explain aims and ob 
jectives of the company. This will bol 
ster the new employee's sense of be 
longing. It will help encourage the 
single attribute that is most importan; 
of all—loyalty. 

Thus, gently but firmly—withou 
mollycoddling or pampering—the ney 
employee will be guided step by ster 
along the road of his development. His 
performance should be periodically re 
viewed and evaluated by management 
This procedure inevitably will pay of 
in a rich reward of happier, mor 
productive and more competent em 
ployees. 


Methods men— 
(From page 44) 


improvement of existing procedure, 
whether these have been in existenc: 
for months or for years. Jt is in th 
second area where the systems ani 
procedures groups largely fail. The 
fail, because, being cognizant of hum 
relations and the so-called resistance | 
change, they generally prefer to lea 
existing systems intact and build upo’ 
them other systems as new requir 
ments are demanded. Because of thi 
it is this second area which shou 
receive the systems and _ procedur 
group’s greatest attention and wher 
their greatest value to the compat 
will lie. The problem of top manag 
ment is to get useful work accor 
plished in this second area and assv 
that the systems and procedures gro 
does not become overhead but rath’ 
a “planned profit” group, while s| 
maintaining its valuable services in th 
first area. 

A practical answer to this proble 
is within reach—in developing a bu 
get for the systems and procedure ? 
tivity, it will be necessary only ‘ 
management to ascertain the amov! 
of money needed to be expended ' 
maintain the necessary administrat 
services to meet the mandatory requis 
ments in the first area of systems # 
procedure activity. This will, of “1 


have to be a flexible budget since 
demands on a systems and procedu 
group cannot be foretold with : 
greater degree of accuracy than can! 


obtained in sales forecast. 
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The second part of the budget for 
the systems and procedures group is 
the “planned profit” area. The sum of 
money in the budget devoted to the 
improvement of existing forms and 
procedures becomes an expenditure 
from which the systems and _proced- 
ures group must generate a profit to 
the company. All work done in this 
area is susceptible to close analysis 
and comparison of existing versus pro- 
posed and actual costs of new installa- 
tions. To the extent that methods peo- 
ple succeed or fail in this area, they 
make a profit for the company or 
generate a loss which can be easily 
substantiated for the measure of their 
performance. 

All that is needed to put this pro- 
gram into effect in any company is: 

1. A formal or informal (but, if in- 
formal, accurate and enforced) method 
of recognizing the systems and _ pro- 
cedure group as a cost center. 

2. Budgeting of that cost center 
which, in turn, is realistically divided 
into: 

A. Funds allocated for necessary 
procedural development and forms de- 
sign. The source of this work is not 
within the control of the group and 
is, consequently, a proper overhead 
charge, and 

B. Funds allocated for systems en- 
gineering and research into existing 
methods, systems, forms and_proced- 
ures upon which the group is expected 
to report an annual profit to the com- 
pany. Intangible benefits to the com- 
pany would also be reported to permit 
evaluation by management and determ- 
ination if the value exceded the cost 
of operation where no dollar savings 
were evident. 

The systems and procedure group 
would have a corresponding two-part 
program. Its administration would in- 
clude the following: 

1. Projects at Management Request: 


A. Estimate the project needs in 
man hours and dollars. 

B. Obtain management review and 
approval of the estimate. 

C. Report periodically on time and 
dollar performance to estimated target. 

D. Present final report on estimate 
to actual. 

E. Maintain cumulative records of 
overhead charges generated by these 
projects. 

2. Planned Profit Projects: 


A. Identify projects to be under- 
taken. 
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one or more tests he took. At best 
this hiring procedure can assist us in 
evaluating his potential and determin- 
ing his most likely abilities. No fool- 
proof system, however, has been con- 
structed to predict the job output of a 
new employee, and by output I mean 
ideas and attitude as well as volume 
of work. This can only be accurately 
determined by study and review. 
Progress reports should be main- 
tained on each individual employed. 
The supervisor must first determine to 
his own satisfaction that his expecta- 
tions concerning the new employee 
have been fulfilled. But his responsibil- 
ity to himself and the worker does not 
end here. At all times management 
should be on the lookout for the “un- 
common man”, the person with special 


talents, special capacities for creative 
thinking. Such people are rare, and for 
the good of all concerned, they should 
be carefully developed once their talents 
are recognized. 

Informal interviews between super- 
visor and employee can be helpful in 
fostering mutual understanding. It is 
management's responsibility to make 
sure each employee is assigned to the 
best possible job in accordance with his 
aptitudes. To do this you must know 
your people. Regarding the new em- 
ployee certain questions must be asked. 
Has he been given enough responsibil- 
ity, or too much? Is his work too difh- 
cult for him to grasp? Is additional 
training indicated? Is he bored, un- 
happy? Is something bothering him? 

During the interview these answers 
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should come to light. Also, it there 
are petty grievances it’s better to air 
them in a friendly and forthright man- 
ner than have them fester in a_per- 
son’s mind. In addition, the interview 
will provide an opportunity for the 
supervisor to explain aims and _ ob- 
jectives of the company. This will bol. 
ster the new employee's sense of be- 
longing. It will help encourage that 
single attribute that is most important 
of all—loyalty. 

Thus, gently but firmly—without 
mollycoddling or pampering—the new 
employee will be guided step by sten 
along the road of his development. His 
performance should be periodically te- 
viewed and evaluated by management. 
This procedure inevitably will pay off 
in a rich reward of happier, more 
productive and more competent em- 
ployees. 


Methods men— 

(From page 44) 
improvement of existing procedures, 
whether these have been in existence 
for months or for years. Jt 1s in this 
second area where the systems and 
procedures groups largely fail. They} 
fail, because, being cognizant of human 
relations and the so-called resistance to 
change, they generally prefer to leave 
existing systems intact and build upon 
them other systems as new require 
ments are demanded. Because of this 
it is this second area which should 
receive the systems and _ procedurts, 
group’s greatest attention and wher 
their greatest value to the compan) 
will lie. The problem of top manage! 
ment is to get useful work accom 
plished in this second area and assur 
that the systems and procedures grov)| 
does not become overhead but rathe: 
a “planned profit” group, while stil 
maintaining its valuable services in the 
first area. 

A practical answer to this problem 
is within reach—in developing a bud! 
get for the systems and procedure a} 
tivity, it will be necessary only to) 
management to ascertain the aout 
of money needed to be expended | 
maintain the necessary administrativ’ 
services to meet the mandatory requitt| 
ments in the first area of systems an’) 
procedure activity. This will, of cours 
have to be a flexible budget since nev 
demands on a systems and procedure 
group cannot be foretold with at 
greater degree of accuracy than can b 
obtained in sales forecast. 
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The second part of the budget for 
the systems and procedures group is 
the “planned profit” area. The sum of 
money in the budget devoted to the 
improvement of existing forms and 
procedures becomes an expenditure 
from which the systems and proced- 
ures group must generate a profit to 
the company. All work done in this 
area is susceptible to close analysis 
and comparison of existing versus pro- 
posed and actual costs of new installa- 
tions. To the extent that methods peo- 
ple succeed or fail in this area, they 
make a profit for the company or 
generate a loss which can be easily 
substantiated for the measure of their 
performance. 

All that is needed to put this pro- 
gram into effect in any company is: 

1. A formal or informal (but, if in- 
formal, accurate and enforced) method 
of recognizing the systems and _pro- 
cedure group as a cost center. 

2. Budgeting of that cost center 
which, in turn, is realistically divided 
into: 

A. Funds allocated for necessary 
procedural development and forms de- 
sign. The source of this work is not 
within the control of the group and 
is, consequently, a proper overhead 
charge, and 

B. Funds allocated for systems en- 
gineering and research into existing 
methods, systems, forms and _ proced- 
ures upon which the group is expected 
to report an annual profit to the com- 
pany. Intangible benefits to the com. 
pany would also be reported to permit 
evaluation by management and determ- 
ination if the value exceded the cost 
of operation where no dollar savings 
were evident. 

The systems and procedure group 
would have a corresponding two-part 
program. Its administration would in- 
clude the following: 

1. Projects at Management Request: 


A. Estimate the project needs in 
man hours and dollars. 

B. Obtain management review and 
approval of the estimate. 

C. Report periodically on time and 
dollar performance to estimated target. 

D. Present final report on estimate 
to actual. 

E. Maintain cumulative records of 
overhead charges generated by these 
projects. 

2. Planned Profit Projects: 


A. Identify projects to be under- 
taken, 
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You Get Things Done With 
Boardmaster Visual Control 


xy Gives Graphic Picture of Your Operations 


—Spotlighted by Color 

* Facts at a glance —Saves Time, Saves 
Money, Prevents Errors 

iy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 

“~ Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Complete price $4g5o including cards 


FREE) **?*Wisksor ‘obtiganon 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y 


Inventory, 


“Smith's 
OPNWINDQ 
Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In I" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS 


In Y4" to 2" widths. Choice 
of 12 plain colors or 
printed alphabetically, by 
states, months, numbers or 
to fit special needs. 
“VISE-LIKE GRIP"-Jaws of hard tem- 
pered steel hold fast to pressboard, 
card, bond, even acetate. 
See your office supply dealer 
or write direct 


CHARLES Cc. SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


B. Report periodically on time and 
dollar expenditure. 


C. Prepare presentation of proposed 
changes with appropriate exhibits and 
cost estimates. 

D. Make approved installation. 

E. Maintain cumulative records of 
cost of study and installation costs. 

F. When installation is complete 
and working, make final report on 
profit (or loss) on the installation 
based on estimated operating life and 
amortized equipment. 

The value of a systems and proced- 
ure group can be measured in terms 
which are readily apparent and signifi- 
cant to management. A systems and 
procedure group operated on this basis 
would be in to prove its 
worth, if worthy, and would not so 
lightly be regarded as expendable. 


a position 


Such a method of operation would 
place the systems and procedure group 
under continuous scrutiny geared to 
the established frequency of cost and 
profit and loss reporting. It would 
also reduce the “halo effect” of spor- 
adic and often extravagant reports of 
savings on a_ particular installation 
where, all too often, the full costs of 
the undertaking are buried; and where, 
in other cases, the savings made are 
soon absorbed in long spells of unpro- 
ductive resting upon laurels. 

For companies with incentive pro 
grams, such a method of operating 
would afford a solid base for determ 
ining incentive awards. 

To insure that the budget for the 
first year of operation is realistically 
and objectively established, it would be 
advantageous to employ outside con- 
sultants for initial appraisal and de- 
termination of first year budgets. There- 
after, budgets would be developed 
based on prior performance and fore- 
cast needs. 

Such a method of operation for any 
company employing a clerical systems 
and procedures methods man or a 
group of methods men should result 
in more of these often “booted” engi- 
neers remaining longer in the saddle. 
By assuring this to be economically de- 
sirable, the company will reap the 
benefits of steadily accumulated knowl- 
edge of internal operating detail that 
these men possess. The methods men, 
in turn, would build personal job satis- 
faction and have opportunity for long 
careers of service with their companies 
in happy and productive association 
with top management. 
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FOR RECORD. STORAGE 
with LIBERTY BOXES: 


. ’ Box ees 


Keep inactive records safe, clean and 
neat with Liberty Storage’Boxes. You'll 
find them sturdily built...and so eco- 
nomical. The cost of a Liberty Box over 
fr @ ten-y r period figures out at just 
penne syear! Write today for free 
catalog—find, out how Liberty Boxes 
can help you lower record storage costs. 


Sold by stationers and office equipment 
~ dealers from cost to coast. 


BANKERS BOX CO __ cept. oms 


2607 North 25th Avenue + Franklin Park, Illinols 
- % td 


IMPROVE 


PIGGY-BACK 
CONTINUOUS 


POCKET-FORMS 


1.D.P. Tapes or Punched Cards slide in, 
slide out faster, easier, from handy 
side-opening Piggy-Back Pockets. Traveling 
on “mother’s” back, they are easily 
filed, quickly found . . . protected 

from damage or loss. 

We can fit the pocket to your “rider”... 
let it travel piggy-back on any copy in 
your sets of Continuous or Unit Forms. 


Write for Free Pocket-Form Samples...Today! 
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Monthly Books, 


' \Surdy, Conven- 


Use the TEAM 


for safety and convenience 


e Beach Expense BOOKS | 
for detailed in-the-field 
records kept as expenses 

are incurred (best way). 

e Beach SUMMARIES 

for condensed tax-return 

reports, retaining copies. 


Weekly Sheets 
e 


At your stationers; or write 


iat, Complet, BEACH PUBLISHING CO. 
Vest-pocket . 
Size 19829 W. McNichols Rd. 


Detroit 19, Mich. 


ia suiidivg Business with: 


- 


write Today 


ER CO., INC. 
ap" ELBE FILE tae enuusetTs 


NY.C. 411-FOURTH AVE. 
OF 
ONE OF AMERICA’S LARGEST MANUFACTURERS 


‘you can SAVE 
10 minutes every hour! 


Take a time study on the typist 
who has a lot of centering to 
do. You will find that count- 
ing, dividing, backspacing 
takes from ten to twenty min- 
utes each hour. You can save 
this time with a Stenographic 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guste.O folto 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 


You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is elimnated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 


to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


Centering Scale. With this 
patented scale, your typist just 
measures the line and starts 
typing at the number indicated 
on the scale for pica, elite 
or variable spaced typefaces. 
Copy is centered exactly in 
seconds! 


rats BUSINESS 


Send $1.00 for a sample of the time- 
and-money-saving Stenographic Cen- 
tering Scale. You will want one for 
every typist in your office—and quan- 
tity discounts are offered. 

Write today to... 


Stenngragitte Centering Scales 
Dept. OM 
1511 N. Algona, Dubuque, Iowa 


I 2 


CARDS 


CLIP YOUR LETTERWEAD 10 
BAIL 


THIS AD... 


PROG 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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HanDY BINDER ror 
“OFFICE MANAGEMENT”’ 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each _ issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 
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OFFICE FLOORS 


5 money-saving ideas to 
keep them looking right 


Rubber Cushion Glides. 
Heavy Gauge flat steel 
bases slide smoothly. 
Rubber cushions absorb 
shocks, provide flexible 
joint. Nail and socket 
types for wood. Umbrella 
and spring types for 
tubing. 


No-Mar Furniture Rests. 
Rich brown phenolic resin 
composition bases spread 
weight, protect floors, 


flooring. Socket and ‘‘drive- 
on’’ types for wood, spring 
and expanding aden for 
metal. 


No-Mar shoes and cups. 
Soft rubber desk shoe fits 
square desk or table leg 
like a glove, protects 
floors, won't slip. Round 
and square ‘‘Atlasite”’ 
cups also available. 


" Steel shoes for wood or 
_ metal furniture spread 
* weight, protect floors, 
provide sliding action. 


ae — _ », Feltoid tips for light furni- 
re % _. ture or accessories, pre- 
Heo : vent scratching of highly 
ig,” oe polished floors and sur- 
ty — faces. 

J) 

ae Office managers: look for these floor savers, and also 
oe f Bassick casters, as signs of quality on the furniture and 
a ’ equipment you buy. Ask for them at your dealers. The 
ete a: Bassick Company, Bridgeport 5, Conn. In Canada: 
seat ete Belleville, Ont. 8.32 
es THE r i 

ie BASSICK COMPANY oF Bassick 

as BRIDGEPORT 5, conn. A, 


Sie 


IN CANADA: SYMBOL OF EXCELLENCE 
BELLEVILLE, ONT. > BD wanninc mone winos oF CASTERS ... MAKING CASTERS 00 MORE 
+ : 38 Use Readers' Inquiry Coupon on Page 90 


rugs, carpets, other “‘soft” | 


"1 i ‘ oe a ae ee 
CATALOGS FPA | c 
BOOKLETS, BROCHURES tee ,? 
é 
FOR THE OFFICE HSI) | FF P/M| oF 
Fo 
. FO 
Office Safes cen 
York Safe & Lock, Canton, - 
Ohio. New multi-colored bref 
chure detailing specifications of } oF 
firm’s Class “A” four-hour safes. 1b! 
(1) rete 
“7 in 
mo 
Wr 
Ave 
Covers = 
Smead Mfg. Co., Hastings, Minn. Six-page envelope} $43 
mailer illustrating company’s line of brief, proposal and dal 
binder covers. (2); 
FO 
ing 
Office Copy Machine yea 
F. G. Ludwig, Inc., 103-C Coulter St., Old Saybrook a 
Conn. Folder describing the Contoura-Matic continuou: | — 
photocopier. (3)} EL 
pla 
Wr 
Photocopy Processes Ad 
Peerless Photo Products, Inc., Shoreham, L. 1., N. Y.f 
Office Copy Machines, describing four photocopy process - 
in terms of printing quality, permanence and economy. (4) Sys 
Sta 
tior 
Office Chairs ™ 
Clarin Mfg. Co., 4640 W. Harrison St., Chicago 44. Six Ma 
page booklet, How a Chicago Executive Office Provide} an 
Reserve Seats for Visitors and Employees, describing ust Co 
of company’s “Reserve Seats” line of folding chairs. — (5)) 
VA 
Offset Duplicator . 
Photostat Corp., 1oo1 Jefferson Rd., Rochester 3, N. Y.) its 
Four-page brochure covering Photostat Masterlith Ofise CA 
Duplicator. (6)! vor 
"ire 
ase 
WA 


Fuel Meter Of 
Sentinel Products Corp., Temple, Tex. Four-page _ mas 
chure illustrating the Sentinel Fuel Meter. (7) Off 


| 


5 Bu 
Records Management { 


| WE 
Remington Rand Div., sea Frei 


Rand Corp., 315 Fourth Ave et 

New York 10. New 14-pag)_™ 

your booklet covering records retel'| AR ARI 
records tion programs, their purposes f Fcut 
ms cass on and accomplishments. (8) Ep 
BLE 

em 

Cor 
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CLASSIFIED ADVERTISING 


Rates: Minimum 20 words $5.00. Each additional word 25c. Pay- 
able in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


Be Just as 
Proud of Your 
Erasing as You Are 


For Sale or to Buy ; 


FOR SALE—30 KARDEX Cabinets, 5 x 8, 20 drawer, re- 
cently reconditioned, together with Kardex Five-Cabinet Ta- 
bles. Richards & Conover Hardware Co., Box 889. Kansas 


2 >a 


Canton, } 7: : ; ‘ 
: 41, Miss : ~ x 

=]. uteacteenccanl eee of Your Typing! = 

tions of] OFFICE EQUIPMENT. SOUTHWESTERN CANADA. Es- | Me 


(1) | tail and wholesale office equipment and furniture. Located — other, for typing distinctive, beautiful impressions 


| . . . . 2 
ur safes} ublished "47. Primary source of income, sales and service of | Lucky you, if you’re using an electric machine or any oe 
in beautiful natural playland. Ask $260,700. Net ‘57 (6 | 

| 


months) a Equipment and buildings in good condition. through carbon paper ribbons! as 
Write. B-24563, Business Mart of America, 5723 Melrose | i a . 
Ave., Los Angeles 38, Calif. Erasing’s so quick, so clean... é 
SALE: FACTORY DEMONSTRATOR ELECTRIC 2 l | a ee ee ee : 
ALE: ) pas 2-in-1 | , 
Folding and Letter Opener Machine, fully guaranteed regular | SPECIALLY-SUITED WELDON ROBERTS ERASERS a 
envelope} $432.50, yours for $198.50. Lansdale Prod., Box 568, Lans- | Es 
»sal_and} dale, Pa. 1 NO. 448 GREEN GLOW > rr 
(2) . ; Se eee ieee | Removes surface carbon to pre- . 
FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- vent smearing. Soft green rub- - 
ington Standard Noiseless, Perforator, Supplies. In use 2 | ber encased in spiral paper J 
years. Parts warranty. If new, cost $1,913.85 plus attaching wrapping with pull string for ey 
rn typewriter. Sale price $1175 with typewriter; without $1125. easy repointing. — . bi 
AyDrook: / MMS Corp., 2217 N. Summit, Milwaukee, Wis. ir go the = ~— Wood- 
ntinuou: at a a ee a eee cased eraser with quality gray 
(3)} ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- -eaptenaflne Sateen ee eee 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil | 4 knife. Hexagonal; won't roll 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 oll dates, Gis which ter to 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- moving eraser crumbs. (NO. 365 
. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. aaa a Basia teed Ra 
, N. Y.£ nets , , , | GRAYPOINT. Same eraser without es 
; ee oo, it : 
rocesses . i 
ie (4) FOR SALE: DICTOGRAPH INTERCOMMUNICATION p: 
= System. Twenty line system complete with Executive Master | OR .. 
Station. Excellent conditon, Bargain price. For full informa- | if 
tion write O.M. 289. 2 NO. 3650 GRAYPOINT > Pe 
With s ality gré bbe ms 
six | FOR SALE: ONE BURROUGHS, Model M-803, Bookkeeping | core. Spiral paper wrapped, F 
44. ©") Machine, Serial No. B-240087, purchased new in 1952, used | ike NO. 448 GREEN CLOW. 1m . 
9 . *, . ' s3 Lis 
Provide:} an average 4 hours daily till July 1, 1957 and in dead storage | aS = a 


‘no use? since then. What will you offer: Contact: Hercules Powder | 

ne 15) Company, Office Manager, Harbor Beach, Mich. 3 NO. 378 GRAYPOINT > 

(5) | f | The Graypoint Erasers are also 
, z b for erasing impressions 

VARITYPER FONT SALE $10 each. Get list! Free Trial! | tysed through fabric ribbons, 

(Worth $30.50 each new). Adamm Co., 656 Broadway, N.Y. | 

12, N. Y. TAlmadge 8-8659. 


3, N. Yj 


h Offs’) CARTOONS FOR HOUSE MAGAZINES by America’s fa- | r—FREE SAMPLE— 
(6)! Vorite artists. For samples, prices, send publication name and Writ Siem’ 
_ circulation. Cartoons-of-the-Month, Roslyn 5, New York. eh a. ee | wen 


k - ., adenpenn 


letterhead for free sample 


) a - 


— - | se! 
_ WANTED ALL TYPE OFFICE Machines, Filing Equipment, | thong ieee ; aoe cE, 
ace bo, Olice Furniture, Kardex, Acme Post Index. Will exceed a — your choice BY NUMBER, Ps 
g manufacturers’ trade-in allowance. Write. Wire. National | to speed processing. Also fa 
7! Office Equipment Co., 429 Broome St., New York, N. Y. | please mention Office Man- = 
agement and name of your Ad 
dealer. 7% 


' 


; Bus; a 
usiness Opportunities 


/ 
i 
.__.| WECAN SAVE YOU Money: Your Rail, Truck and Carloading | WELDON ROBER 

)., Spetty Freight Bills audited on a 50% of actual recovery basis. Write RUBBER CO. ” —— 
th Ave,| . phone for full information and references. Transcontinental 368 Siath Aveaue 

14-page | walle Service Bureau, Suite 310, 1960 Daly Ave., New York City. | Newark 7, & 2. 
Is_ ret} ARE YOU INTERESTED in $10,000.00 a year salaried, ex- | World's Foremost 

purpose | cutive position? If you are qualified, write for information. | Eraser Specialists 


(8) | xpert Publications, 1601 9th St., S.E., Roanoke, Virginia. 


—— 


: ELECTRONICS, LEARN HOW to program Business prob- 
Ms such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 


Card ot} ‘scribing our Home Study Course “Programming for Business I Correct Mistakes in Any Language 
Computers”. Business Electronics Inc., Educational Section, ements 
0 Market Street, San Francisco 11, California. — 
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~ INFORMATION 


On New Products 


Obtain New Catalogs 
and Helpful 
Literature 


INQUIRY SERVICE 


Subscribers 


For 


OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Jusi circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries prompils 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


Please forward to the respective companies, our request for further 
information on the items we have circled below. There is no obligation 
to us for this. We understand this is a service to us as a subscriber. 


Page 
83 WAF 
83 SMC 
83 AAL 
84 
85 VFI 
85 OTC 
86 GS 
86 BBC 
86 CCS 
86 ALC 
87 BPC 
87 EFB 
87 GSS 
87 SCS 
87 DEC 
87 OM 
8S 
89 ‘ 
9] 


JUNE 1958 ADVERTISEMENT 
(Circle respective page numbers on which ads appear) 
Page Page Page 
2nd Cover 21 68 
3rd Cover 22 69 
4th Cover 23 70 
3 24 71 
4 25 72 
6 26 73 
7 27 74 
8 28 75 
9 53 76 
10 57 77 
11 59 78 AWF 
12 60 78 GAC 
13 61 79 Cl 
14 62 CII 79 THC 
15 62 STC 80 
16 64 XI 81 SPC 
17 63 81 CMC 
19 65 81 HFF 
20 66 &2 
67 
Fractional page ads further identified by initials of advertiser 


June 1958 New Products Items, and Catalogs 
(Circle respective item numbers) 


1 A-1 B-1 
2 A-2 B-2 
3 A-3 B-3 
4 A-4 B-4 
5 A-5 B-5 
6 A 6 B-6 
7 A-7 B7 
8 
TOOLS OF THE OFFICE 


Information on products listed in the Tools of the Office 
section may be requested by writing in names of manu- 
turers. 


Manufacturer Page No. 


Company 


Address 
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Acco Products Div. of Natser Corp.... 91 
Agency—La Porte & Austin, Inc. 

Acme Visible Records, Inc.......... 24 
Ageney—E. H. Brown Adv. Agency 

Advertising Council, Inc., The. 18 

Airkem, Inc... Heya aiiteics 77 
Agency—Atherton & Currier, Inc. 

American Cancer Society. . prea Sela 64 

All-Steel Equipment Inc ...... “2nd Cover 
Agency—E.. H. Hollingsworth & Assoc. 

American Lithofold Corp....... a 86 
Agency— Burlingame-Grossman Ad.. 

American Photocopy Equipment Co. .. 59, 60 


Agency—Irving J. Rosenbloom Adv. Agency 


American Telephone & Telegraph Co. . 3 
Agency—N. W. Ayer & Son, Inc. 


Avery Adhesive Label Corp............... 83 
Agency—Mariin R. Klitten Co., Inc. 

Baltimore Bu:iness Forms Co............ 22 
Agency—Vansant, Dugdale & Co., Inc. 

SCOTT Cee 86 
Agency—-Frank ‘C. Jacobi Adv. 

Bassick Co., The....... 88 
Agency—James Thomas C. hirurg Co. 

Beach Publishing Co....... : 87 
Agency—-Francis Adv. Agency 

Brownsville Paper Co....... 61 
Agency—Flack Adv. Agency, Inc. 

Burroughs Corp........... 6 
Agency Campeil. Ewald Co. 

Celotex Corp., The Seatac 9 
Agency MacFarlnd, Aveyard ¢ & Co. 

errr rer 79 
Agency--Gibbons Adv. Agency, Inc. 

Chesley Industries, Inc . 62 
Agency -Les Strang Asse ciates . 
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Agency Charles FE. Yost Adv. 

Columbia os & Carbon Mfg. Co., Inc. 67 
Agency--FE., M. Freystadt Associates, Inc. 
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Agency y Ra oe ~ Cairns. Tne. 

Dearborn Glass Co 84 
Agency—Holtzman- Kain ‘Ade. 

Dewberry Engraving Co... 87 

Dick Co., A. B..... 14 
Agency— Fuller & Smith & on Inc. 

Diebold, Inc. (Flofilm Div.) 75 


Agency Ritter, Sanford & Price, Inc. 


Dri-Stat Div., Peerless Photo Products, Inc. 12 
Agency John Mather Lupton Co., Inc. 


Eastman Kodak Co., Business Photo 
Methods Div., Verifax 
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Agency—J. WV ralter Thompson Co. 

Eastman Rote Co., Recordak Corp 25 
Agency . Walter Thompson Co. 

Edison Minto Div., Thomas A. Edison 
Industries......... 
Agency—J. Walter Thompson Co 

Elbe File & Binder Co., Inc. . 87 
Agency—-Kenneth L. Nathanson Associates 

Esterbrook Pen Co., The.... ~ 20 
Agency Young & Rubicam, Inc. 

Eureka Specialty Printing Co 80 
\gency_Kretschmer & Dinner, Inc. 

Faber-Castell Ponetl Co., Inc., A. W 78 
Agency—J. M Kesslinger & A'ssoc. 

Force & Co., Inc., Wm. A.... 83 
Agency—Phkilip I. Ross Co. 

Friden, Inc 57 
Agency— J. Walter Thompson Co. 

Gates Acoustinet Co 78 
Agency—Warman, Robbins & Gorham, Inc. 

General Electric Co., Commercial & In- 

« dustrial Air Conditioning Dept 70 
Agency—Ruthrauff & Ryan, Inc. 

General Fireproofing Co., The 3rd Cover 
Agency—The Griswold-F. shleman Co, 

Graphic Systems. . 86 
Agency—Diener & Dorskind, Inc. 

Guide System & Supply Co. . 87 
Haloid Xerox, Inc . 7 
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Agency-—Clem T. Hanson Co. 

Howe Folding Furniture, Inc............ 81 
Agency—Lawrence Peskin, Inc. 

Inter-Continental Trading Corp......... 69 
Agency——Mann- Ellis, Inc. 

Invincible Metal Furniture Co........... 27 


Agency——Klau Van Petersom-Dunlap, Inc. 


Linen Supply Association of America & 
National Cotton Council 
Agency—George H. Hartman Co. 


Macey Co., Sub. of Harris Intertype Corp. 53 
Agency—Fuller & Smith & Ross, Inc. 
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Agency—Givaudan Adv. Inc. 
Marchant Calculators, Inc.............. 
Agency—Foote, Cone & Belding 
McGraw Edison Co., Voicewriter Div 
Agency—J. Walter Thompson Co. 
a Mining & Mfg. Co., Thermo- 
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Agency—Ruthrauff & Ryan, Inc. 
Monroe Calculating Machine Co 
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Agency—Cunningham & Walsh, Inc. 


National Blank Book Co................. 
Agency—Sutherland-Abbott Adv. 

National Cash Register Co., The .4th Cover, 26 
Agency—McCann-Erickson, Inc. 

Nekoosa-Edwards Paper Co.............. 
Agency—The Cramer- — Co. 
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HIDE AND SEEK? 


Filing is important only if the finding 
is easy. Can you always put your hand 
on the letter, invoice, order, report 
or other paper you want, instantly? 
Are your files neat, compact, space 
saving? Your Stationer will be glad 
to explain the advantages of ACCO- 
filing to keep your records safe, and 
finding quick. See him now! 


“ACCO BOUND ,PAPERS 
ARE SAFE PAPERS" 


The Accepress 
Binder com- 
bines 


conveniences, 


Phen transfer time 


\4 
comes just slip the 
bound papers from | Ra 
the Aceobind Folder, * 
insert a new Acco | & 


Fastener and the 
Polder is ready for 
another year’s filing 


ACCOBIND folders ; E 
ACCOPRESS binders 
PIN-PRONG binders = 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 

| A Divisionof NATSER Corporation 
Ogdensburg, N. Y. 

In Canada: Acco Canadian Co., Ltd., Toronste 
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editorial 


When is automation appropriate? 


IN this issue we begin a series of articles (see page 31) designed to dispel one of the most 
serious fallacies to arise in an area where fallacies have been common. The field is auto- 
mation. The jallacy, which is more than understandable, has come about through a 
misconception of what automation actually is, and when and where it is appropriate. 


There is still a widely held belief that “automation” is only achieved through electronic 
data processors, that such machines are expensive, and that the potentialities of automa- 
tion are, therefore, the exclusive property of large—or at least very wealthy—companies. 
This equating of electronic units with “automation” has in itself been a misconception, 
It has been a misconception, that is, in terms of the most common picture of automation— 
as a means of carrying out a sequence of traditional clerical tasks without human interven- 
tion er contro!. At this level, electronic data processors are only one group of machines 
among many others, appropriate in some instances, wholly inappropriate in others. This 
magazine in the past has defined this concept of automation as “first level” automation, and 
we shall show in this series how many different machines may be used to achieve it. 
We shall also illustrate in concrete terms what we have described as the “second level” 
of automation. This is the level where intelligent and imaginative use of modern ma- 
chines makes unnecessary and archaic many of the procedures and the office products 
of the past. We shall show why it is in this area that electronic data processors do offer 
tremendous new possibilities, which no other machines can match. 


WE believe that the series which begins in this issue will throw light on an area ot 
confusion and misunderstanding, misunderstanding which is handicapping many smali 
and medium-sized concerns which could earn honest benefits from both levels of auto- 
mation, but which have, because cf past emphasis on large companies, elaborate in- 
stallations, and high costs, been blinded to the horizons this new way of doing things 
opens to them. 
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A NEW CONCEPT OF EXECUTIVE ENVIRONMENT Fie 
& 


... dramatically achieved through the tasteful inter- ae 
mingling of exciting new materials, colors and design. ey 
Limitless in variation, Italic Styling can be tailored to 

the precise character of the business — the personality 
and taste of the executive. 


To acquaint yourself with this magnificent furniture, the . 
focal point of Italic Styling, and our complete interior ‘ 
design services, call your GF dealer or branch, ‘ 
or write for your full-color Italic Styling brochure. 

: GF Studios, Dept. O-14, Youngstown 1, Ohio. 

we Division of The General Fireproofing Company. 


B Sialic Styling BY GF STUDIOS 


MENT 
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A National System simplifies the accounting set-up at the 


American Oxygen Service Corp. 


ing, and General Ledger records. 


; post Accounts Receivable, Payables, P. 


Salional System 


> ame TS 


"ie 


“We installed a National Account- 
ing System to handle our expanding 
bookkeeping department,” writes J. 
Brocker, Assistant Secretary of the 
American Oxygen Service Corp. 
“We find that a National System 
saves us so much time over our pre- 
vious method that it quickly pays 
for itself through savings! 

““Now that we have a National 
System, our records are always 
posted to date. Even with a 50% in- 
crease in volume, vital business in- 


formation is immediately available 
at all times. Our Nationals are easy 
to operate, too, which makes it easier 
for us to train new employees. 

“By increasing the efficiency of 
our operation, our National System 
saves us more than $11,820 a year, 
returns 51% annually on our invest- 


ment!” 
Neal ache/ 


Assistant Secretary of the 
American Oxygen Service Corp. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
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ayroll, Sales Analysis, Demurrage Bill- 


4. Brocker, Assistant Secretary of the 
American Oxygen Service Corp. 


ves us ‘11,620 a year... 


ns 51% annually on investment.’’ —American Oxygen 


Service Corp., 
Harrison, N, J. 


Your operation, too, can benefit from 
the time- and money-saving features ® 
a National System. Nationals pay fo 
themselves quickly, then continue @ 
return a regular yearly profit. For com 
plete information, call your nearby 
National representative to- 

day. He’s listed in the yellow 

pages of your phone book. ‘Bf 
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